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The Director of the Office Administration & Technology program requests the following changes be
made to the AAS in Office Administration & Technology Degree:

1. Inthe “ALL majors” section, ADD Business Communications (BA 3300) - 3 credits, as an
additional alternative to ADM 3700.

2. Delete stenography requirements from the degree as follows:

a. Delete the EXECUTIVE concentration completely.

b. Delete ADM 1500, 1700 and 3000 from the LEGAL and SCHOOL concentrations.
3. Delete references to stenography in the options headings (see CURRENT list)
4. ADD the following course requirements:

a. In LEGAL concentration:
i. Word Information Processing (TEC 2100) — 3 credits
ii. Electronic Transcription (TEC 2300) - 3 credits
ii. Office Computer Applications Il {TEC 2600) — 3 credits
iv. Business Law (BA 1200) - 3 credits
b. InSCHOOL concentration:

i. Word Information Processing (TEC 2100) — 3 credits
ii. Office Systems & Procedures (ADM 2400) — 3 credits
iii. Office Computer Applications Il (TEC 2600) - 3 credits

| further request that no students be admitted to the EXECUTIVE concentration immediately. This will
prevent new majors entering until such time that the concentration is officially removed.

In addition, please note that the three stenography courses: ADM 1500, ADM 1700, and ADM 3000
should remain in the catalog until current stenographic majors have completed them. | will then ask that
they be removed from the catalog.

Rationale:

These proposed changes reflect the changing skill set needs of our students and discussions with our
outside evaluator in our recent program review. Specifically, the EXECUTIVE concentration is no longer
needed as, in practice, students opt for the LEGAL concentration. In addition, stenographic skills are no
longer required in the field, having been replaced with more technological transcription skills.



CURRENT

A.A.S. OFFICE ADMINISTRATION AND TECHNOLOGY DEPARTMENT: Business
TOTAL CREDITS: 60 Requirements for Matriculants

COLLEGE REQUIREMENTS

e Successful completion of CUNY Tests in Reading and Writing and the COMPASS Math Skills Test with
passing examination scores, unless otherwise exempt, or developmental courses may be required.

e One (1) Writing Intensive course in any discipline from any category below is required. Participation
in a Learning Community that includes ENG 1200 or 2400 also satisfies this requirement.

e Two (2) Civic Engagement experiences—satisfied by CE-Certified or CE-Component courses or
approved outside activity. See Graduation Requirements in this catalog.

CUNY CORE

Courses approved for CUNY Common Core at the time of this catalog’s publication are listed in the
General Education: CUNY Pathways section on page 43, and identified in the Course section, beginning
on page 99.

REQUIRED CORE

ENG L2001 i tteeiiiii ettt ettt ane st e et n et n e e et s et eene e e e e e e rene s nreeeans 3 credits
EN G 2800 e s s T T S S S T 3
* Mathematical & Quantitative REasoNiNg . ....cc.icciiiiiiiieiiiiii ittt e eane s 3
* Life and PhysiCal SCIBNCES.....cueiiiiee i cee ettt e et e s e esbe e e sae e e sar e e s saneesreessrnaas 3
FLEXIBLE CORE | iiuiiiliiisistiininiisioniivasiisniv s ssneniniavssi s i sbs 0o baadisass s s ol onasnaiis s auagvaissnssnns 9

Nine (9) credits with one (1) course from three (3) groups A-E. Each course must be in a different
discipline.

A. World Cultures and Global Issues

B. U.S. Experience in its Diversity

C. Creative Expression

D. Individual and Society

* E. Scientific World

* Note: You may elect to take a math or science course that is 4 credits or more. TAP counts 3 credits
towards the requirement and the 4th credit as elective.

DEGREE REQUIREMENTS &

Students with typing skills may be exempt from elementary and/or intermediate courses upon

consultation with the Department Advisor. Depending on their keyboarding skills, students must take

one of these three keyboarding course sequences:

*  Students with no (or minimal) keyboarding skills must take TEC 1100, 1200 and 1300 (6 credits)

*  Students with moderate keyboarding skills, with department approval, must take TEC 4100 and
1300 (6 credits)

*  Students with advanced keyboarding skills, with department approval, must take TEC 4200 (4
credits)

ALL majors must take:

Keyboarding (as:|isted abiove)ummmammmnsmmnsibdiuasdnibmuaiimmibnmmarimiaem 4-6 credits
Organizing the Electronic Office (TEC 2400) ..ot ieee s see e seeesenas 3
Office Administration (TEC 3400).....ccciiiiiiiiiiiireicireeeeriirie s iiree e essire s e s straes s s srnreesssnresesernnns 3

Business Communications (ADM 3700) or Business Communicati - PRC— 3
Computer Applications (TEC 2500) or Introduction to

Computer Concepts (BA B000)......cuiiiiiieriiei et r e ee e 3



Field Experience (ADM 9200) ;s swwsssmasminnd o b amm s 3
Critical Issues in Personal Health (HE 1400) .......ccociuiioiiooeiieiteeee et 1

PLUS, FOR STENOGRAPRHIC-MAJORS WITH CONCENTRATIONS IN:

EXECUHVE

LEGAL

Legal Terminology and Law Office Transcription (TEC 5000)........co.vvvvreee O

SCHOOL

School Secretary | (ADM 5300) . )
Schon| Secratary I (ADM SA00) wuissmssiisimmisinmmsssmmsemmrsssnssasssslindsanshsmsssssasbaass 2
School Records and Accounts (ADM 5500) .......cciiiiiniiniiiniis i see s sressss e siens 2

PLUS, OPTIONS FOR-NON-STENOGRARHIC MAJORS

WORD/INFORMATION PROCESSING

Basic Word/Information Processing [TEC 2100) iuwasaiimvassisssissssssiisidsiimiv o 3 credits
Machine Transcription (TEC 2300) ....coveiioeiieaiiiieitieeeete e eeeetsee e e see et ee e esresne s seesneeseeerea 3
Office Systems and Procedures (ADM 2400) .......cocoovuiiieiiieiiieei e e s 3
Office Computer Applications | (TEC 2600).........cccvviiviiiiiiiiniiieiins e csieses s sre s sresssseneens 3

MEDICAL WORD/INFORMATION PROCESSING

Basic Word/Information Processing (TEC 2100) .........cccvueiieiiimireeriieeeieseereeeesissescseesne s 3 credits
Machine Transcription (TEC 2300) ......ciiieiuieeiioieicee ettt et ere e st s st ee e see e 3
Office Systems and Procedures (ADM 28000 s s R s i 3
Terminology and Electronic Transcription (TEC 6100)........c.cccveeivevieiereeieeerecieeeieeneiies 4
Computer Applications for Medical Office {TEC 6200) .....ccocoviviieeiireires e 3

ELECTIVES: -9 s sufficient to meet required total of 60 credits.

§ Consultation with the Department Advisor is required.



PROPOSED

A.A.S. OFFICE ADMINISTRATION AND TECHNOLOGY DEPARTMENT: Business
TOTAL CREDITS: 60 Requirements for Matriculants

COLLEGE REQUIREMENTS ;

e Successful completion of CUNY Tests in Reading and Writing and the COMPASS Math Skills Test with
passing examination scores, unless otherwise exempt, or developmental courses may be required.

e One (1) Writing Intensive course in any discipline from any category below is required. Participation
in a Learning Community that includes ENG 1200 or 2400 also satisfies this requirement.

e Two (2) Civic Engagement experiences—satisfied by CE-Certified or CE-Component courses or
approved outside activity. See Graduation Requirements in this catalog.

CUNY CORE

Courses approved for CUNY Common Core at the time of this catalog’s publication are listed in the

General Education: CUNY Pathways section on page 43, and identified in the Course section, beginning
on page 99.

REQUIRED CORE

ENG F 200, 00urnennnnsnsesessinsniss i a5 isiiisanis s sisssisms snsnvasssais samaiin i s e v revaviesives 3 credits
ENG DADQ vceperssimumovisnson sy sseiis s s s i v s S e ans G o se s s s 4 i st s 3

* Mathematical & Quantitative REaSONINE ...cvcveeieiierireiie et 3

% L6 AR P YEIEE] SEIOIICES  vrnsnnrasansssasiss i s iaissa i oo o3 s AT s s i 3
FLEXIBLE CORE ..vuveesrareeciarscimaesnsumisnrsrnsrsnssnstonsesssestossasiosssstssstssnsssnssessitnieressusistosssansins S

Nine (9) credits with one (1) course from three (3) groups A-E. Each course must be in a different
discipline. ' '

A. World Cultures and Global Issues

B. U.S. Experience in its Diversity

C. Creative Expression

D. Individual and Society

* E. Scientific World

* Note: You may elect to take a math or science course that is 4 credits or more. TAP counts 3 credits
towards the requirement and the 4th credit as elective.

DEGREE REQUIREMENTS §

Students with typing skills may be exempt from elementary and/or intermediate courses upon

consultation with the Department Advisor. Depending on their keyboarding skills, students must take

one of these three keyboarding course sequences:

«  Students with no (or minimal) keyboarding skills must take TEC 1100, 1200 and 1300 (6 credits)

«  Students with moderate keyboarding skills, with department approval, must take TEC 4100 and
1300 (6 credits)

«  Students with advanced keyboarding skills, with department approval, must take TEC 4200 (4
credits)

ALL majors must take:

Kevboardirig (a5 listad SBVe) imsmsniiniiimismnmiiiimissiimsss i SRR 4-6 credits
Organizing the Electronic Office (TEC 2400) ...ccocviiiinieiiiiiniimrni e 3
Office Administration [TEC 3000)...csmesssssesssasissisiisiissiin sisssissmsissiaamisinishismimtsiisiss 3

Business Communications (ADM 3700) or Business Communications (BA 3300)



Computer Applications (TEC 2500) or Introduction to

Computer Concepts (BA 6000)............ccvererieeeererieeeeeeesreeeseee e oo 3
Field Experience (ADM 9200).............cvuvvvieurerrreeersiesiesseeessssesssesees e seeseee oo, 3
Critical Issues in Personal Health (HE 1400) .........ccooovecvieerrieresiesesesessesesseses oo 1

PLUS, FOR MAJORS WITH CONCENTRATIONS IN:

LEGAL

Word Information Processing I (TEC 2100) ........cc.couireeeeeremrssressosessesseseesess oo oo, 3
Electronic Transcription (TEC 2300) ..........civeurovieeeeeereseeeeeseeseseesessessesses s seessoees e 3
Office Computer Applications Il (TEC 2600) ..........oueeeeeeereereeosoeeoeeseeseeses oo 3
BUSINESS LaW (BAL20I0). wuuuuvmssiussesssnsviniosinsisssis st 5 s mmss resstassmmmotsnsostess st e ssssente 3
Legal Terminology and Law Office Transcription (TEC 5000)...........ovevoveeooesoeseoossoss 3
SCHOOL

Word Information Processing | (TEC 2100 .......o..ovveeeieeeer oo oo 3
Office Computer Applications II (TEC 2600).........coveieeeereereesees oo, 3
Office Systems and Procedures (ADM 2400) .......ovveveeroereseeeoeeeeoeeoeeoeeeeoeeeoeeeee 3
sehicnl Saaretary’l [ADM BROT wuum o s sy st s se s, 2
School Secretary [1 (ADM 5400) ........cuivcereereeeeeereseeeseseeeeseses oo, 2
School Records and Accounts (ADM 5500) .........cc.vverereeeereresreeseeseesseoeoeoeeoeeoeeeeeoeeoeons 2

WORD/INFORMATION PROCESSING

Basic Word/Information Processing (TEC 2100) c...ov.veeeeieeee oo 3 credits
Machine Transcription (TEC 2300) .......ccvrereeereeeeerereseses oo oo 3

Office Systems and Procedures (ADM 2400) ..........coooorroveerereeeeeeeeses oo 3

Office Computer Applications Il (TEC 2600).........cocevuermrerrereereeresressemseses oo, 3
Photodigital Hlustration (TEC 5900) ......cucvuiveeveeeeeeeeeseeseesoesesesses e 3
MEDICAL WORD/INFORMATION PROCESSING

Basic Word/Information Processing (TEC 2100) ......vevereeeereroeeee oo, 3 credits
Machine Transcription (TEC 2300) .......cveuiveceineeeresrerseeeereses oo, 3

Office Systems and Procedures (ADM 2400) .........ooooreerreeeerereeeeseeo oo, 3
Terminology and Electronic Transcription (TEC 6100) ........co.voovveveoveeeesseseeseeeeoooeooeoo. 4
Computer Applications for Medical Office (TEC 6200) ......ovvvervrereeeoeoeeoeoee e, 3

ELECTIVES: 1-4 credits sufficient to meet required total of 60 credits. ‘
Students with 3 elective credits available are encouraged to take TEC 5700, 5800, or 5900.
§ Consultation with the Department Advisor is required.



