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Business & Entrepreneurship

Business Office Administration (APBOAD)
Associate in Applied Science Degree

Fall 2024Program Effective Term: 

This program prepares students for higher-level support positions in office settings where increased responsibilities require technical 
skills in desktop publishing, presentation software, accounting, and database software. Students will also gain broader skills through 
completion of the general education courses required for an associate's degree.

Note: This program is not an AAMA Certification preparation program.

Eastern Michigan University, several BS degrees
 
Copies can be obtained from the Counseling Office, a program advisor, or from the Curriculum and Assessment Office Web site: 
https://www.wccnet.edu/learn/transfer-wcc-credits/articulation-agreements.php .

Articulation:

Minimum Concentration Credits Required for the Program: 60
Complete one of the following concentrations: Administrative Assistant, Medical Administrative Assistant, Law or Office Management.

The Law Office Administration (LAWA) concentration should not be regarded as a paralegal certification program and is intended 
solely for those students considering transferring into the undergraduate Bachelor of Science in Paralegal Studies at Eastern Michigan
University. Interested students should consult the EMU-WCC articulation guide for information on course and program transferability.

Business Office Administration Concentrations

First Semester

Second Semester

Third Semester

Fourth Semester

(16 credits)

(14 credits)

(15 credits)

(16 credits)

ACC 111 
BOS 101C 
BOS 106 
BOS 157 
BOS 184 
Elective

BOS 182 or
BOS 284 
BOS 206 
BOS 207 
BOS 257 
ENG 111 

ACC 131 
BMG 155 
Elective
Elective
Elective

BMG 207 
BOS 208 
BOS 230 
BOS 250 
Elective

Principles of Financial Accounting
Advanced Keyboarding
Electronic Planning, Sharing and Organization
Word Processing and Document Formatting I
Spreadsheet Software Applications I
Math Elective(s)

Database Software Applications
Spreadsheet Software Applications II
Personal Management Application and Internet Resources
Presentation Software Applications
Word Processing and Document Formatting II
Composition I

QuickBooks Software
Business on the Internet
Speech/Comp. Elective(s)
Nat. Sci. Elective(s)
Arts/Human. Elective(s)

Business Communication
Desktop Publishing for the Office
Electronic Forms Design
Office Administration
Soc. Sci. Elective(s)

3
1
3
3
3
3

3
2
2
3
4

3
3
3
3
3

3
3
3
4
3

Administrative Assistant (ADMA)-available online (61 credits)

Minimum Credits Required for the Concentration or Option:   61

Program is also available online

High Demand Occupation   High Skill Occupation   High Wage Occupation
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First Semester

Second Semester

Third Semester

Fourth Semester

First Semester

Second Semester

Third Semester

Fourth Semester

(15 credits)

(15 credits)

(16 credits)

(14 credits)

(15 credits)

(15 credits)

(15 credits)

(15 credits)

BOS 101C 
BOS 106 
CJT 130 
ENG 111 
Elective
Elective

ACC 111 
BOS 157 
BOS 184 
Elective
Elective

BMG 111 
BMG 155 
BMG 207 
CJT 156 
Elective

BOS 206 
BOS 207 
BOS 250 
Elective
Elective

BOS 101C 
BOS 157 
HSC 124 
HSC 131 
ENG 111 
Elective

BIO 109 or
BIO 111 
BOS 184 
BOS 206 
BOS 257 
Elective

BMG 155 
BMG 207 
BOS 106 
MBC 223 
Elective

BOS 182 or
BOS 284 
BOS 207 
MBC 224 
PHL 244 
Elective

Advanced Keyboarding
Electronic Planning, Sharing and Organization
Introduction to Paralegal Studies
Composition I
Math Elective(s)
Open elective(s) to reach a minimum of 60 credits.

Principles of Financial Accounting
Word Processing and Document Formatting I
Spreadsheet Software Applications I
Speech/Comp. Elective(s)
Arts/Human. Elective(s)

Business Law I
Business on the Internet
Business Communication
Everyday Law
Soc. Sci. Elective(s)

Personal Management Application and Internet Resources
Presentation Software Applications
Office Administration
Nat. Sci. Elective(s)
Select a course: BOS 182, BOS 257 or BOS 284

Advanced Keyboarding
Word Processing and Document Formatting I
Medical Terminology
CPR/AED and First Aid
Composition I
Math Elective(s)

Essentials of Human Anatomy and Physiology
Anatomy and Physiology - Normal Structure and Function
Spreadsheet Software Applications I
Personal Management Application and Internet Resources
Word Processing and Document Formatting II
Soc. Sci. Elective(s)

Business on the Internet
Business Communication
Electronic Planning, Sharing and Organization
Medical Office Procedures
Arts/Human. Elective(s)

Database Software Applications
Spreadsheet Software Applications II
Presentation Software Applications
Medical Insurance and Reimbursement
Ethical and Legal Issues in Health Care
Speech/Comp. Elective(s)

1
3
3
4
3
1

3
3
3
3
3

3
3
3
4
3

2
2
4
3
3

1
3
3
1
4
3

4-5
3
2
3
3

3
3
3
3
3

3
2
4
3
3

Law Office Administration (LAWA)-available online

Medical Administrative Assistant (MEDA)

(60 credits)

(60 credits)

Minimum Credits Required for the Concentration or Option:   60
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Minimum Credits Required for the Program:  60

First Semester

Second Semester

Third Semester

Fourth Semester

(14 credits)

(16 credits)

(14 credits)

(16 credits)

BOS 101C 
BOS 106 
BOS 157 
ENG 111 
Elective

BMG 230 
BMG 240 
BOS 206 
BOS 207 
BOS 257 
Elective

ACC 110 
BMG 279 
BOS 182 
BOS 184 
Elective

BMG 155 
BMG 207 
BOS 250 
Elective
Elective

Advanced Keyboarding
Electronic Planning, Sharing and Organization
Word Processing and Document Formatting I
Composition I
Math Elective(s)

Principles of Management
Human Resources Management
Personal Management Application and Internet Resources
Presentation Software Applications
Word Processing and Document Formatting II
Speech/Comp. Elective(s)

Payroll Accounting
Organizational Management
Database Software Applications
Spreadsheet Software Applications I
Arts/Human. Elective(s)

Business on the Internet
Business Communication
Office Administration
Nat. Sci. Elective(s)
Soc. Sci. Elective(s)

1
3
3
4
3

3
3
2
2
3
3

2
3
3
3
3

3
3
4
3
3

Office Management (OFMG)-available online (60 credits)

Minimum Credits Required for the Concentration or Option:   60

Minimum Credits Required for the Concentration or Option:   60







































• M Washtenaw Community College Office of Curriculum and Assessment 

Program Information Report 

Business Office Administration {APBOAD) 
Associate in Applied Science Degree 
Program Effective Term: Fall 2016 

High Demand Occupation High Skill Occupation High Wage Occupation 

This program prepares students for higher-level support positions in office settings where increased responsibilities require technical 
skills in desktop publishing, presentation software, accounting, and database software. Students will also gain broader skills through 
completion of the general education courses required for an associate's degree. 

Note: This program is not an AAMA Certification preparation program. 

Articulation: 
Eastern Michigan University, BS degree (only applies to the Law Office Administration concentration). 

Copies can be obtained from the Counseling Office, a program advisor, or from the Curriculum and Assessment Office Web site: 
www. wccnet. ed u/ departments/ cu rricu lu m/ articulation. php ?levelo ne =colleges 

Minimum Concentration Credits Required for the Program: 63 
Complete one of the following concentrations: Administrative Assistant, Medical Administrative Assistant, Law Office Administration 
or Office Management. 

The Law Office Administration (LAWA) concentration should not be regarded as a paralegal certification program and is intended 
solely for those students considering transferring into the undergraduate Bachelor of Science in Paralegal Studies at Eastern Michigan 
University. Interested students should consult the EMU-WCC articulation guide for information on course and program transferability. 

Business Office Administration Concentrations 

dministrative Assistant ADMA 65 credits 

BOS 101C 
BOS 106 
BOS 206 

ACC 100 or 
ACC 111 
BOS 157 
BOS 184 

BMG 155 
BOS 207 
BOS 257 
BOS 284 

BMG 207 
BOS 182 
BOS 208 

ACC 131 
BOS 230 
BOS 250 

Advanced Keyboarding 
Electronic Planning, Sharing and Organization 
Personal Management Application and Internet Resources 
Writing Elective(s)* 
Math Elective(s) 

Accounting Practices for Business 
Principles of Accounting I 
Word Processing and Document Formatting I 
Spreadsheet Software Applications I 
Arts/Human. Elective(s) 

Business on the Internet 
Presentation Software Applications 
Word Processing and Document Formatting II 
Spreadsheet Software Applications II 
Speech Elective(s)** 

Business Communication 
Database Software Applications 
Desktop Publishing for the Office 
Nat. Sci. Elective(s) 

Accounting Information Systems 
Electronic Forms Design 
Office Administration 
Soc. Sci. Elective(s) 

Minimum Credits Required for the Concentration or Option: 65 

Wednesday, March 30, 2016 4:0:50 p.m. 

1 
3 
2 
4 
4 

3 
3 
3 
3 

3 
2 
3 
3 
3 

3 
3 
3 
3 

3 
3 
4 
3 

Page 1 of 3 
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Law Office Administration LAWA 65 credits 

BOS 101C 
BOS 106 
BOS 206 

ACC 111 
BOS 157 
BOS 184 

CJT 130 
BOS 207 
BOS 257 
BOS 284 

BMG 111 
BMG 155 
BOS 182 

BMG 207 
BOS 250 
CJT 154 

Advanced Keyboarding 
Electronic Planning, Sharing and Organization 
Personal Management Application and Internet Resources 
Math Elective(s) 
Writing Elective(s)* 

Principles of Accounting I 
Word Processing and Document Formatting I 
Spreadsheet Software Applications I 
Arts/Human. Elective(s) 

Introduction to Paralegal Studies 
Presentation Software Applications 
Word Processing and Document Formatting II 
Spreadsheet Software Applications II 
Speech Elective(s)** 

Business Law I 
Business on the Internet 
Database Software Applications 
Nat. Sci. Elective(s) 

Business Communication 
Office Administration 
Everyday Law I: Law and Civil Liberties 
Soc. Sci. Elective(s) 

Minimum Credits Required for the Concentration or Option: 65 

1 
3 
2 
4 
4 

3 
3 
3 
3 

3 
2 
3 
3 
3 

3 
3 
3 
3 

3 
4 
3 
3 

Medical Administrative Assistant MEDA 63 credits 

BOS 101C 
BOS 106 
BOS 206 

BOS 157 
BOS 184 
HSC 124 

BOS 207 
BOS 257 
MBC 185 
MBC 223 

BIO 102 or 
BIO 109 or 
BIO 111 
BMG 155 
BMG 207 
MBC 224 

Advanced Keyboarding 
Electronic Planning, Sharing and Organization 
Personal Management Application and Internet Resources 
Math Elective(s) 
Writing Elective(s)* 

Word Processing and Document Formatting I 
Spreadsheet Software Applications I 
Medical Terminology 
Arts/Human. Elective(s) 

Presentation Software Applications 
Word Processing and Document Formatting II 
Medical Computer Skills and Electronic Health Records 
Medical Billing and Coding 
Speech Elective(s)** 

Human Biology 
Essentials of Human Anatomy and Physiology 
Anatomy and Physiology - Normal Structure and Function 
Business on the Internet 
Business Communication 
Medical Insurance and Reimbursement 

Wednesday, March 30, 2016 4:0:50 p.m. 

1 
3 
2 
4 
4 

3 
3 
3 
3 

2 
3 
3 
3 
3 

4-5 
3 
3 
4 

Page 2 of 3 
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BOS 182 
HSC 115 
HSC 131 

Program Information Report 

Database Software Applications 
Clinical Procedures for Administrative Medical Assistants 
CPR/AED for the Professional Rescuer and First Aid 
Soc. Sci. Elective(s) 

Minimum Credits Required for the Concentration or Option: 63 

Office of Curriculum and Assessment 

3 
2 
1 
3 

Office Mana ement OFMG 67 credits 

BOS 101C 
BOS 106 
BOS 206 

ACC 100 
BOS 157 
BOS 184 
BOS 230 

ACC 110 
BMG 155 
BOS 207 
BOS 257 

BMG 200 
BMG 207 
BOS 182 

BMG 240 
BMG 279 
BOS 250 

Advanced Keyboarding 
Electronic Planning, Sharing and Organization 
Personal Management Application and Internet Resources 
Math Elective(s) 
Writing Elective(s)* 

Accounting Practices for Business 
Word Processing and Document Formatting I 
Spreadsheet Software Applications I 
Electronic Forms Design 
Arts/Human. Elective(s) 

Payroll Accounting 
Business on the Internet 
Presentation Software Applications 
Word Processing and Document Formatting II 
Speech Elective(s)** 

Relationship Skills in the Workplace 
Business Communication 
Database Software Applications 
Nat. Sci, Elective(s) 

Human Resources Management 
Performance Management 
Office Administration 
Soc. Sci. Elective(s) 

Minimum Credits Required for the Concentration or Option: 67 

Minimum Credits Required for the Program: 

Notes: 

*ENG 111 is recommended. 
**COM 101 is recommended. 

Wednesday, March 30, 2016 4:0:50 p.m. 

1 
3 
2 
4 
4 

3 
3 
3 
3 
3 

2 
3 
2 
3 
3 

3 
3 
3 
3 

3 
3 
4 
3 

63 

Page 3 of 3 



• 
WASHTENAW COMMUNITY COLLEGE 

PROGRAM CHANGE OR DISCONTINUATION FORM 

Program Code: APBOAD Program Name: Business Office Administration Effective Term: 201609 

Division Code: BCT Department: Business 

Directions: 

1. Attach the current program listing from the WCC catalog or Web site and indicate any changes to be made. 

2. Draw lines through any text that should be deleted and write in additions. Extensive narrative changes can be included ' 

' on a separate sheet. 

3. Check the boxes below for each type of change being proposed. Changes to courses, discontinuing a course, or adding 
I 

new courses as part of the proposed program change, must be approved separately using a Master Syllabus form, but ' 
should be submitted at the same time as the program change form. 

Requested Changes: 

0Review 0Program admission requirements 
1:8JRemove course(s): BOS 175 0Continuing eligibility requirements 
0Add course(s): D Program outcomes 
0Program title (title was ___ ) 0Accreditation information 
0Description 0Discontinuation (attach program discontinuation 
0Type of award plan that includes transition of students and timetable 
0Advisors for phasing out courses) 
0Articulation information OOther 

Show all changes on the "'n"' ... t.. .. ..t_ naue from the catalou. 

Rationale for proposed changes or discontinuation: 
BOS 175 being inactivated in the fall of 2016. Students completing the Medical Administrative _Assistant (MEDA) option will then be 
required to complete BMG 207 (Business Communication), which is already listed within the l\1EDA option. 

Financial/ staffing/ equipment/ space implications: 
N/A 

List departments that have been consulted regarding their use of this program. 

Si natures: 
Reviewer Print Name 

Initiator 

De artment Chair 

Division Dean/ Administrator Kimberl Hurns 

Vice President for Instruction Michael Nealon 

President 
Do not write in shaded area. Entered in: Banner ___ C&A Database __ _ Log File __ _ Board Approval __ _ 

Please submit completed form to the Office of Curriculum and Assessment (SC 257). 

,, 
' 

' ,, 

Office of Curriculum & Assessment http://www.wccnet.edu/departments/currlculum 



wee > Programs > Business Office Administration 
.. l 

http://www. wccnet.edu/academics/programs/view /program/ APBOAD/ 

1 of2 

ACADEMICS 
Business Office Administration (APBOAD) 
Associate in Applied Science Degree 2013-2014 2014-2015 2015-2016 

Description 
This program prepares students for higher-level support positions in office settings where increased responsibilities require technical skills in desktop 
publishing, presentation software, accounting, and database software. Students will also gain broader skills through completion of the general 
education courses required for an associate's degree. 

Note: This program is not an AAMA Certification preparation program. 

Articulation 
Eastern Michigan University, BS degree (only applies to the Law Office Administration concentration). 

Copies can be obtained from the Counseling Office, a program advisor, or from the Curriculum and Assessment Office Web site: 
www.wccnet.edu/departmentslcurriculum/articulation.php?levelone=colleges 

Contact Infonnation 
Division: Business/Computer Technologies 

Department: Business Office Systems Dept 
Advisors: Joyce Jenkins 

Sandre Tuccinardi 

Requirements 
(Items marked in orange are available online.) 

Select a concentration for requirements and total credits required for program. 

~ Administrative Assistant (ADMA) 

~ Law Office Administration (LAWA) 

• Medical Administrative Assistant (MEDAl 

First Semester 

Class 

BOS 1Q.1C 

Elective(sl 

I;Je9.lj~ 

Total 

Title 

Advanced Keyboarding 

Electronic Planning, Sharing and Organization 

Personal Management Application and Internet Resources 

Second Semester 

Class 

80.5.151 

BOS 11M 

!:!.S.Q..lli 

Electiv~} 

Total 

Third Semester 

Class 

~ 

Title 

Word Processing and Document Formatting I 

Spreadsheet Software Applications I 

Medical Tenninology 

Title 

Medical Computer Skills and Electronic Health Records 

Presentation Software Applications 

Medical Office Procedures 

Word Processing and Document Formatting II 

Speech •• 

Credits 

3 

2 

4 

4 

14 

Credits 

3 

3 

3 

3 

12 

Credits 

3 

2 

3 

3 

3 

2/11/2016 11:02 AM 



wee > Programs > Business Office Administration 
• • 

http://www. wccnet.edu/academics/programs/view /program/ APBOAD/ 

2of2 

Fourth Semester 

Class 

!llQJ~ 

!llQJilll 

!llQJ11 

!lMG 155 

E!MG197 

Title 

or Human Biology 

or Essentials of Human Anatomy and Physiology 

Anatomy and Physiology- Normal Structure and Function 

Business on the Internet 

Business Communication 

14 

Credits 

4·5 

3 

3 
_ _s~"o~s~lz~s~----~~ieea~I~O~Imnc~enc~o~mmm~umr~ile~amtl~or~i--------------------------------------------~z~-~3>------

~ 

Total 

Fifth Semester 

Class 

!IDS_162 

HSC_ll:i 

H~C_flj 

Elective(s) 

Total 

Medical Insurance and Reimbursement 

Title 

Database Software Applications 

Clinical Procedures for Administrative Medical Assistants 

CPRIAED for the Professional Rescuer and First Aid 

Social and Behavioral Science 

• Office Management (OFMG) 

Footnotes 
*ENG 111 is recommended" 
**COM 101 is recommended. 

Home I Academics 1 Services I Activities I News & Events I About Us I Contact Us I Jobs 

Total Credits Required: 

1Cl2016 Wsshtenaw Community College, 4800 E" Huron River Drive, Ann Arbor, Mi 48105-4800, 734-973-3300 

4 

~ tl.f- ts 
Credits 

3 

2 

3 

9 

62-64 

Feedback & Suggestions 1 Social Media Directory 

2/1112016 11:02 AM 



WASHTENAW COMMUNITY COLLEGE 
PROGRAM CHANGE OR DISCONTINUATION FORM 

Program Code: APBOAD Program Name: Business Office Administration Effective Term: 201609 

Division Code: BCT Department: Business 

r-------------------------------------------------------------------------------------------------
Directions: 

1. Attach the current program listing from the WCC catalog or Web site and indicate any changes to be made. 

2. Draw lines through any text that should be deleted and write in additions. Extensive narrative changes can be included 
on a separate sheet. 

3. Check the boxes below for each type of change being proposed. Changes to courses, discontinuing a course, or adding 
new courses as part of the proposed program change, must be approved separately using a Master Syllabus form, but 
should be submitted at the same time as the program change form. 

Requested Changes: 

0Review 
[8JRemove course(s): _ _.!B~O~S..=:2.!...11L-______ _ 
[8JAdd course(s): --~C-~1TLL13~0/..._ ______ _ 
0Program title (title was ___ ) 
0Description 
0Type of award 
0Advisors 
0Articulation information 

Show all chanees on the ,n, ... h .. .-1. naPe from the catalog, 

Rationale for proposed changes or discontinuation: 

0Program admission requirements 
0Continuing eligibility requirements 
D Program outcomes 
0Accreditation information 
0Discontinuation (attach program discontinuation 

plan that includes transition of students and timetable 
for phasing out courses) 

00ther ___________ _ 

The BOS 211 (Intra to Paralegal Studies) course was created prior to the AAPSPL (Paralegal Studies/Pre-Law) program 
being developed. CourstAbeing updated as CJT 130 (Intro to Paralegal Studies). , . ., 

Financial/ staffing/ equipment/ space implications: 
N/A 

List departments that have been consulted regarding their use of this program. 
Public Service Careers 

Si natures: 
Reviewer Print Name 

Initiator 

De artment Chair 

Division Dean/ Administrator Ki.mberl Hurns 

Vice President for Instruction Michael Nealon 

President 
l)o not write in shaded area. Entered in: Banner ~ Database Log File--=-

Please submit completed form to the Office of Curnculum and Assessment (SC 257). 

~\l~g\W> 
~d\9' ~"jq"J' ;j.ufrr., £;. 

Board Approval _ __,_;l:.."-1 

ey:>' . Offl'f!e of Curriculum lJ Assessment http://www.wccnet.edu/departments/currlculum 



wee > Programs > Business Office Administration http://www. ween et.edu/ academics/programs/view /program/ APBO AD! 

1 of2 

ACADEMICS 
Business Office Administration (APBOAD) 
Associate in Applied Science Degree 2013-2014 2014-2015 2015-2016 

Description 

This program prepares students for higher-level support positions in office settings where increased responsibilities require technical skills in desktop 
publishing, presentation software, accounting, and database software. Students will also gain broader skills through completion of the general 
education courses required for an associate's degree. 

Note: This program is not an AAMA Certification preparation program. 

Articulation 

Eastern Michigan University, BS degree (only applies to the Law Office Administration concentration). 

Copies can be obtained from the Counseling Office, a program advisor, or from the Curriculum and Assessment Office Web site: 
www.wccnet.edu/departments/curriculum/articulation.php?levelone=colleges 

Contact Infonnation 

Division: Business/Computer Technologies 
Department: Business Office Systems Dept 

Advisors: Joyce Jenkins 
Sandra Tuccinardi 

Requirements 
(Items marked in orange are available online.) 

Select a concentration for requirements and total credits required for program. 

• Administrative Assistant (ADMA) 

• Law Office Administration (LAWA) 

First Semester 

Class 

BOS 101C 

BOS_lQ§ 

BOS 206 

Elective(s) 

Elective(s) 

Total 

Title 

Advanced Keyboarding 

Electronic Planning, Sharing and Organization 

Personal Management Application and Internet Resources 

Math 

Writing• 

Second Semester 

Class 

Ar:;c 111 

BOS 157 

BOS 184 

~Elective(s) 

Total 

Third Semester 

Class 

BOS 207 

.-.;:;:¢ E Sill 

BQS 257 

BOS 284 

Elective(s) 

Total 

Title 

Principles of Accounting I 

Word Processing and Document Formatting I 

Spreadsheet Software Applications I 

Arts and Humanities 

Title 

Presentation Software Applications 

Introduction to Paralegal Studies 

Word Processing and Document Formatting II 

Spreadsheet Software Applications II 

Spt>ech .. 

Credits 

3 

2 

4 

4 

14 

Credits 

3 

3 

3 

3 

12 

Credits 

2 

3 

3 

3 

3 

14 

1/19/2016 11:29 AM 



Wee > Programs > Business Office Administration http://www. wccnet.edu/ academics/programs/view /pro gram/ APBO AD/ 

2 of2 

Fourth Semester 

Class 

BMG 111 

fLM.G 155 

BOS 1!ll 

Elective~) 

Total 

Fifth Semester 

Class 

!l.M.J3 207 

BOS 250 

CJT t54 

Elective(s) 

Title 

Business Law I 

Business on lhe Internet 

Database Software Applications 

Title 

Business Communication 

Office Administration 

Everyday Law 1: Law and Civil Liberties 

Social and Behavioral Science 

Credits 

3 

3 

3 

3 

12 

Credits 

3 

4 

3 

3 

Total 13 

• Medical Administrative Assistant (MEDA) 

• Office Management (OFMG) 

Footnotes 

*ENG 111 is recommended. 
**COM 101 is recommended. 

Home I Academics I Services I Activities I News & Events I About Us I Contact Us I Jobs 

Total Credits Required: 65 

© 2016 Washtenaw Community College, 4800 E. Huron River Drive, Ann Arbor, Ml48105-4800, 734·973-3300 Feedback & Suggestions I Social Media Directory 

1/19/201611:29 AM 



• ~ Washtenaw Community College Office of Curriculum and Assessment 

Program Information Report 

School of Business and Entrepreneurial Studies 
Learn the fundamenta ls you wi ll need to become a business leader or entrepreneur. These programs help you develop entry- level 
skills in various aspects of business. Whether your goal is to make your place in an existing industry or branch out on your own, 
these programs can provide the foundation for success. 

Washtenaw Community College offers programs at several levels for students who want to begin new careers, or advance in their 
existing careers. The first level is the certificate, which can vary from nine to thirty-six credits, depending on the fie ld. Certificates 
generally prepare students for entry- level jobs. 

After completing a certi f icate, students can progress to the next level, t he advanced certificate. The credit hours required for these 
programs also vary. This type of certificate provides a more specia lized level of ski ll development, and often allows students to 
upgrade their positions at their places of employment. 

The next level, an Associate in Applied Science, is avai lable for some programs. For some career fields, it is possible to earn a 
certificate, an advanced certificate, and an Associate in Applied Science degree in the same fie ld. In t hese cases, the credit hours 
from the certif icate and advanced certificate can be applied to the credit hours needed for t he Associate in Applied Science degree. 

Alternatively, students can earn an AAS in Occupationa l Stud ies by completing a certificate, advanced certificate (if one exists) and 
General Education requirements. 

Business Office S stems 
Whether you are just starting out in an office or advancing to a hig h- level administrative or executive assistant position, t hese 
programs can help you achieve your goals. 

Friday, February 6, 2015 9:34:3 1 a.m. Page 1 of 4 



• tW Washtenaw Community College Office of Curriculum and Assessment 

Program Information Report 

Business Office Administration (APBOAD) 
Associate in Applied Science Degree 
Program Effective Term: Fall 2015 

High Demand Occupation High Skill Occupation High Wage Occupation 

This program prepares students for higher-level support positions in office settings where increased responsibilities require technical 
skills in desktop publishing, presentation software, accounting, and database software. Students will also gain broader skills through 
completion of the general education courses required for an associate's degree. 

Note : This program is not an AAMA Certification preparation program. 

Articulation: 
Eastern Michigan University, BS degree (only applies to the Law Office Administration concentration). 

Copies can be obtained from the Counseling Office, a program advisor, or from the Curriculum and Assessment Office Web site : 
www. wccnet.edu/departments/ cu rriculu m/articu lation. php ?levelone=colleges 

Minimum Concentration Credits Required for the Program: 62 
Complete one of the following concentrations: Administrative Assistant, Medical Administrative Assistant, Law Office Administration 
or Office Management. 

The Law Office Administration (LAWA) concentration should not be regarded as a paralegal certification program and is intended 
solely for those students considering transferring into the undergraduate Bachelor of Science in Paralegal Studies at Eastern Michigan 
University. Interested students should consult the EMU-WCC articulation guide for information on course and program transferability. 

Business Office Administration Concentrations 

dministrative Assistant ADMA 65 credits 

ACC 100 or 
ACC 111 
BOS 157 
BOS 184 

fourth Se 
BMG 207 
BOS 182 
80S 208 

ACC 131 
80S 230 
80S 250 

t 
Advanced Keyboarding 
Electronic Planning, Sharing and Organization 
Personal Management Application and Internet Resources 
Writing Elective(s) * 
Math Elective(s) 

Accounting Practices for Business 
Principles of Accounting I 
Word Processing and Document Formatting I 
Spreadsheet Software Applications I 
Arts/Human . Elective(s) 

Business on the Internet 
Presentation Software Applications 
Word Processing and Document Formatting II 
Spreadsheet Software Applications II 
Speech Elective(s) ** 

er. 
Business Communication 
Database Software Applications 
Desktop Publishing for the Office 
Nat. Sci. Elective(s) 

Accounting Information Systems 
Electronic Forms Design 
Office Administration 
Soc. Sci. Elective(s) 

Minimum Credits Required for the Concentration or Option: 65 

Friday, February 6, 2015 9:34 :31 a.m. 
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Office of Curriculum and Assessment • M Washtenaw Community College 

Program Information Report 

Law Office Administration LAWA 65 credits 

BOS 101C 
BOS 106 
BOS 206 

BOS 207 
BOS 211 
BOS 257 
BOS 284 

BMG 111 
BMG 155 
BOS 182 

Advanced Keyboarding 
Electronic Planning, Sharing and Organization 
Personal Management Application and Internet Resources 
Math Elective(s) 
Writing Elective(s)* 

Principles of Accounting I 
Word Processing and Document Formatting I 
Spreadsheet Software Applications I 
Arts/Human. Elective(s) 

Presentation Software Applications 
Introduction to Paralegal Studies 
Word Processing and Document Formatting II 
Spreadsheet Software Applications II 
Speech Elective(s)** 

Business Law I 
Business on the Internet 
Database Software Applications 
Nat. Sci . Elective(s) 

Office Administration 
Everyday Law I : Law and Civil Liberties 
Soc. Sci. Elective(s) 

Minimum Credits Required for the Concentration or Option: 65 

1 
3 
2 
4 
4 

2 
3 
3 
3 
3 

3 
4 
3 
3 

Medical Administrative Assistant MEDA 62 credits 

BOS 101C 
BOS 106 
BOS 206 

BOS 157 
BOS 184 
HSC 124 

BOS 185 
BOS 207 
BOS 223 
BOS 257 

e 
BIO 102 or 
BIO 109 or 
BIO 111 
BMG 155 
BMG 207 or 
BOS 175 
BOS 224 

Advanced Keyboarding 
Electronic Planning, Sharing and Organization 
Personal Management Application and Internet Resources 
Math Elective(s) 
Writing Elective(s)* 

Word Processing and Document Formatting I 
Spreadsheet Software Applications I 
Medical Terminology 
Arts/Human. Elective(s) 

Medical Computer Skills and Electronic Health Records 
Presentation Software Applications 
Medical Office Procedures 
Word Processing and Document Formatting II 
Speech Elective(s)** 

Human Biology 
Essentials of Human Anatomy and Physiology 
Anatomy and Physiology - Normal Structure and Function 
Business on the Internet 
Business Communication 
Medical Office Communication 
Medical Office Insurance and Billing 

Friday, February 6, 2015 9:34 :31 a.m. 

4 
4 

3 
3 
3 
3 

4-5 
3 

2-3 
4 
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• " Washtenaw Community College 

BOS 182 
HSC 115 
HSC 131 

Program Information Report 

Database Software Applications 
Clinical Procedures for Administrative Medical Assistants 
CPR/AED for the Professional Rescuer and First Aid 
Soc. Sci. Elective(s) 

Minimum Credits Required for the Concentration or Option: 62 

Office of Curriculum and Assessment 

3 
2 
1 
3 

Office Mana ement OFMG 67 credits 

BOS 101C 
BOS 106 
BOS 206 

ACC 100 
BOS 157 
BOS 184 
BOS 230 

BMG 240 
BMG 279 
BOS 250 

Advanced Keyboarding 
Electronic Planning, Sharing and Organization 
Personal Management Application and Internet Resources 
Math Elective(s) 
Writing Elective(s) * 

Accounting Practices for Business 
Word Processing and Document Formatting I 
Spreadsheet Software Applications I 
Electronic Forms Design 
Arts/Human. Elective(s) 

Payroll Accounting 
Business on the Internet 
Presentation Software Applications 
Word Processing and Document Formatting II 
Speech Elective(s) ** 

Relationship Skills in the Workplace 
Business Communication 
Database Software Applications 
Nat. Sci . Elective(s) 

Human Resources Management 
Performance Management 
Office Administration 
Soc. Sci. Elective(s) 

Minimum Credits Required for the Concentration or Option: 67 

Minimum Credits Required for the Program: 

Notes: 

* ENG 111 is recommended. 
**COM 101 is recommended. 

Friday, February 6, 2015 9 :34 :31 a.m . 
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·, 
WASHTENAW COMMUNITY COLLEGE 

_PROGRAM CHANGE OR DISCONTINUATION FORM 

Program Code: APBOAD Program Name: Business Office Administration 
with MEDA Option .... Offvf~ t:yhon 

Effective Term: Fall 2015 

Division Code: BCTD Department: Business Office Systems 

-r 
Directions: 8 

(..() 

1. Attach the current program listing from the WCC catalog or Web site and indicate any changes to be made. ~ 

2. Draw lines through any text that should be deleted and write in additions. Extensive narrative changes can be included o~ 
/ a separate sheet. ~ 

/ 
3. Check the boxes below for each type of change being proposed. Changes to courses, discontinuing a course, or adding ~ 

new courses as part of the proposed program change, must be approved separately using a Master Syllabus form, but 
should be submitted at the same time as the program change form. 

Requested Changes: 

0Review 
~Remove course(s ): C_ l S_ J_l7___::{t_o_F_H_G-.:'7 ):.__ _____ _ 
i:8JAdd course(s): BIO 111 (students will have the option 
totakeBIO 102.BIO 109.orBIO 111) ; f7C?5~70{pft--1.~) 
0Program title (title was __ ) 
0Description 
0Type of award 
0Advisors 
0Articulation information 

Show all changes on the attached na~>e from the cata!o~Y. 

0Program admission requirements 
0Continuing eligibility requirements 
D Program outcomes 
0Accreditation information 
0Discontinuation (attach program discontinuation 

plan that includes transition of students and timetable 
for phasing out courses) 

00ther __________ _ 

, Rationale for proposed changes or discontinuation: 
~~1 ~ BIO 109 typically does not transfer, while BIO 111 does transfer to some schools. ~tudents should have the option to take 

either Anatomy and Physiology course (BIO 109 or BIO 111). 

L7FH~:~CA51).vpf-. ~Uill b.e_.alt'5£-oyd-inu-i,ClSI1'1tn ~alllor5'. 

Financial/ staffing/ equipment/ space implications: 
N/A 

List departments that have been consulted regarding their use of this program. 
N/A 

Si natures: 
Reviewer Print Name 

Initiator Am Laskowski 

De artment Chair 

Division Dean/ Administrator Kirnberl Hurns 

Vice President for Instruction 

President 
Do not write in shaded area. 

Date 

Please submit completed form to the Office of Curriculum and Assessment and email an electronic copy to sjohn@wccnet.edu for 
posting on the website. 

{\~ /~ &:! J/;3/tr:J 1f"' 
0 ce of Curriculum & Assessment http://www.wccnet.edu/departments/currlculum 



wee > Programs > Business Office Administration http://www. wccnet.edu/academics/programs/view /program/ APBOAD/ 
•, 

1 of2 

ACADEMICS 
Business Office Administration (APBOAD) 
Associate in Applied Science Degree 2013-2014 2014-2015 

Description 
This program prepares students for higher-level support positions in office settings where increased responsibilities require technical skills in desktop 
publishing, presentation software, accounting, and database software. Students will also gain broader skills through completion of the general 
education courses required for an associate's degree. 

Note: This program is not an AAMA Certification preparation program. 

Articulation 
Eastern Michigan University, BS degree (only applies to the Law Office Administration concentration). 

Copies can be obtained from the Counseling Office, a program advisor, or from the Curriculum and Assessment Office Web site: 
www.wccnet.edu/departments/curriculum/articulation .php?levelone=colleges 

Contact Iriformation 
Division: Business/Computer Technologies 

Department: Business Office Systems Dept 
Advisors: Joyce Jenkins 

Requirements 
Select a concentration for requirements and total credits required for program. 

~ Administrative Assistant (ADMA) 

• Law Office Administration (LAWA) 

... Medical Administrative Assistant (MEDA) 

First Semester 

Class 

80S 101 C 

Qill)JQ§ 

80S 206 

Elective(s) 

Total 

Title 

Advanced Keyboarding 

Electronic Planning , Sharing and Organization 

Personal Management Application and Internet Resources 

.M'l!h 

Second Semester 

Class 

BOS 157 

J!9S 184 

!:IS.U~ 

J;_l_ective~) 

Total 

Third Semester 

Class 

§_~1 85 

80S 2QZ 

]:lQ.S_~f.;l 

§OS 257 

Title 

Word Processing and Document Fomnatting I 

Spreadsheet Software Applications I 

Medical Terminology 

Title 

Medical Computer Skills and Electronic Health Records 

Presentation Software Applications 

Medical Office Procedures 

Word Processing and Document Formatting II 

Credits 

3 

2 

4 

4 

14 

Credits 

3 

3 

3 

3 

12 

Credits 

3 

2 

3 

3 

3 

1/9/2015 10:42 AM 



wee >Programs > Business Office Administration 

" 
Total 

Fourth Semester 

Title 

Human Biology 

Essentials of Hu man Anatomy and Physiology 

Business on the Internet 

!i_M_.Y_f_Q_[ 

§.Q_§j_lQ 

BOll2.4 

Total 

or Business Communication 

Fifth Semester 

Class 

§.Q§J.l!2 

!:tl>~_ill 

t:!§C_flJ 

f_l e ctiv~~l 

Total 

Medical Office Communication 

Medical Office Insurance and Billing 

Title 

Database Software Applications 

Clinical Procedures for Administrative Medical Assistants 

CPRIAED for the Professional Rescuer and First Aid 

• Office Management (OFMG) 

Footnotes 
*ENG 111 is recommended . 
••coM 101 is recommended . 

Home 1 Academics I Services I Activities I News & Events I About Us I Contact Us I Jobs 

http://www. wccnet.edu/academics/programs/view /program/ APBOAD/ 

14 

Credits 

~ L\: -5 
3 

2-3 

Credits 

3 

2 

3 

9 

Total Credits Required:? 

~ 
~:A r-~Y 

CCl 2015 Washtenaw Community College, 4800 E. Huron River Drive. Ann Arbor. Ml48105-4800, 734·973-3300 Feedback & Suggestions 1 Social Media Directory 
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oR 
0~ 

l /9/201 5 10:42 AM 



wee > Programs > Business Office Administration http://www.wccnet.edu/academics/programs/view/program/APBOAD/ 

1 of2 

ACADEMICS 
Business Office Administration (APBOAD) 
Associate in Applied Science Degree 2013 - 2014 2014 - 2015 

Description 
This program prepares students for higher-level support positions in office settings where increased responsibilities require technical skills in desktop 
publishing , presentation software, accounting , and database software. Students will also gain broader skills through completion of the general 
education courses required for an associate's degree. 

Note: This program is not an AAMA Certification preparation program. 

Articulation 
Eastern Michigan University, BS degree (only applies to the Law Office Administration concentration). 

Copies can be obtained from the Counseling Office, a program advisor, or from the Curriculum and Assessment Office Web site: 
www.wccnet.edu/departments/curriculum/articulation .php?levelone=colleges 

Contact Information 
Division: Business/Computer Technologies 

Department: Business Office Systems Dept 
Advisors : Joyce Jenkins 

Requirements 
Select a concentration for requirements and total credits required for program. 

~ Administrative Assistant (ADMA) 

~ Law Office Administration (LAWA) 

~ Medical Administrative Assistant (MEDA) 

• Office Management (OFMGJ 

First Semester 

Class 

!l.QDQ1~ 

~ 

§.9S 2Q§ 

Elegl\',~W 

Total 

Title 

Advanced Keyboarding 

Eleclronic Planning , Sharing and Organization 

Personal Management Application and Internet Resources 

Second Semester 

Class 

A~C_!QQ 

BOS 157 

!l.QSJ.l11 

~~ 
~eg[y_e_(§) 

Total 

Third Semester 

Class 

ACC 1.1Q 

];!MG 155 

.§QS 2Q.Z 

Title 

Accounting Practices tor Business 

Word Processing and Document Formatting I 

Spreadsheet Software Applications I 

''qt:8aees 6pe!Stih9 System 

Title 

Payroll Accounting 

Business on the lntemel 

Presentation Software Applications 

Credits 

3 

2 

4 

4 

14 

Credits 

3 

3 

3 

Credits 

3 

2 

Ill 1/2015 I 0:14AM 



Wee > Programs > Business Office Administration 

B_QS 257 

Elective(s) 

Total 

Word Processing and Document Fonmatting II 

Speech •• 

Fourth Semester 

BMG__207 

El_QS.lli 

Elective(§) 

Total 

Fifth Semester 

Class 

B_MG f!O 

BMG 27!/_ 

80~250 

EJective(~} 

Total 

Footnotes 

Title 

Relationship Skills in the Workplace 

Business Communication 

Database Software Applications 

Title 

Human Resources Management 

Performance Management 

Office Administrat ion 

•ENG 111 is recommended . 
••coM 101 is recommended . 

Home 1 Academics I Services 1 Activities I News & Events I About Us I Contact Us I Jobs 

http://www. wccnet.edu/academ ics/programs/view /program/ APBOAD/ 

Total Credits Required: 

3 

3 

13 

Credits 

3 

3 

3 

3 

12 

Credits 

3 

3 

4 

3 

C 2015 W.shtenaw Community College. 4800 E. Huron River Drive. Ann Arbor. M148105-4800. 734-973-3300 Feedback & Suggestions 1 Social Media Directory 
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• NW~shtenaYtl Colllmunjly C~lleg~ .. Office of c_urriculu.rn ansfAss§sment 

Program Information Report 

School of Business and Entrepreneurial Studies 
Learn the fundamentals you will need to become a business leader or entrepreneur. These programs help you develop entry-level 
skills in various aspects of business. Whether your goal is to make your place in an existing industry or branch out on your own, 
these programs can provide the foundation for success. 

Washtenaw Community College offers programs at several levels for students who want to begin new careers, or advance in their 
existing careers. The first level is the certificate, which can vary from nine to thirty-six credits, depending on the field. Certificates 
generally prepare students for entry-level jobs. 

After completing a certificate, students can progress to the next level, the advanced certificate. The credit hours required for these 
programs also vary. This type of certificate provides a more specialized level of skill development, and often allows students to 
upgrade their positions at their places of employment. 

The next level, an Associate in Applied Science, is available for some programs. For some career fields, it is possible to earn a 
certificate, an advanced certificate, and an Associate in Applied Science degree in the same field. In these cases, the credit hours 
from the certificate and advanced certificate can be applied to the credit hours needed for the Associate in Applied Science degree. 

Alternatively, students can earn an AAS in Occupational Studies by completing a certificate, advanced certificate (if one exists) and 
General Education requirements. 

Whether you are just starting out in an office or advancing to a high-level administrative or executive assistant position, these 
programs can help you achieve your goals. 

Thursday, February 20, 2014 3:25:42 p.m. Page 1 of 4 



• ~ \V_ashtenC~vv (:ommu11ity College 

Program Information Report 

Business Office Administration (APBOAD) 
Associate in Applied Science Degree 
Program Effective Term: Fall 2014 

High Demand Occupation High Skill Occupation High Wage Occupation 

Offi~e of Curriculy_l7]_2_nd Assessrnent 

This program prepares students for higher-level support positions in office settings where increased responsibilities require technical 
skills in desktop publishing, presentation software, accounting, and database software. Students will also gain broader skills through 
completion of the general education courses required for an associate's degree. 

Note: This program is not an AAMA Certification preparation program. 

Articulation: 
Eastern Michigan University, BS degree (only applies to the Law Office Administration concentration). 

Copies can be obtained from the Counseling Office, a program advisor, or from the Curriculum and Assessment Office Web site: 
www. wccnet. edu/departments/curricu I u m/a rticulation. php ?levelone=colleges 

Minimum Concentration Credits Required for the Program: 63 
Complete one of the following concentrations: Administrative Assistant, Medical Administrative Assistant, Law Office Administration 
or Office Management. 

The Law Office Administration (LAWA) concentration should not be regarded as a paralegal certification program and is intended 
solely for those students considering transferring into the undergraduate Bachelor of Science in Paralegal Studies at Eastern Michigan 
University. Interested students should consult the EMU-WCC articulation guide for information on course and program transferability. 

Business Office Administration Concentrations 

f'irst Sem(!ster 
BOS 101C 
BOS 106 
BOS 206 

Advanced Keyboarding 
Electronic Planning, Sharing and Organization 
Personal Management Application and Internet Resources 
Writing Elective(s)* 
Math Elective(s) 

Second Semester 
ACC 100 or Accounting Practices for Business 
ACC 111 Principles of Accounting I 
BOS 157 Word Processing and Document Formatting I 
BOS 184 Spreadsheet Software Applications I 

Arts/Human. Elective(s) 

Third Semc~.ter 
BMG 155 
BOS 207 
BOS 257 
BOS 284 

Business on the Internet 
Presentation Software Applications 
Word Processing and Document Formatting II 
Spreadsheet Software Applications II 
Speech Elective(s)** 

Semester 
BMG 207 Business Communication 
BOS 182 Database Software Applications 
BOS 208 Desktop Publishing for the Office 

Nat. Sci. Elective(s) 

Filth Semester 
ACC 131 
BOS 230 
BOS 250 

Accounting Information Systems 
Electronic Forms Design 
Office Administration 
Soc. Sci. Elective( s) 

Minimum Credits Required for the Concentration or Option: 65 

Thursday, February 20, 2014 3:25:42 p.m. 

( 14 credits} 
1 
3 
2 
4 
4 

(12 credits) 

3 
3 
3 
3 

( 14 credits) 
3 
2 
3 
3 
3 

credits) 
3 
3 
3 
3 

{ 13 credits) 
3 
3 
4 
3 
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• ~-W~~Ilt:~n<HN Community College 

first Semester 
BOS 101C Advanced Keyboarding 

Program Information Report 

BOS 106 Electronic Planning, Sharing and Organization 
BOS 206 Personal Management Application and Internet Resources 

Math Elective(s) 
Writing Elective(s)* 

Second Semester 
ACC 111 Principles of Accounting I 
BOS 157 Word Processing and Document Formatting I 
BOS 184 Spreadsheet Software Applications I 

Arts/Human. Elective(s) 

Third Semester 
BOS 207 Presentation Software Applications 
BOS 211 Introduction to Paralegal Studies 
BOS 257 Word Processing and Document Formatting II 
BOS 284 Spreadsheet Software Applications II 

Speech Elective(s)** 

Fourth Semester 
BMG 111 Business Law I 
BMG 155 Business on the Internet 
BOS 182 Database Software Applications 

Nat. Sci. Elective(s) 

Fifth Semester 
BMG 207 
BOS 250 
CJT 154 

Business Communication 
Office Administration 
Everyday Law I: Law and Civil Liberties 
Soc. Sci. Elective(s) 

Minimum Credits Required for the Concentration or Option: 65 

First Semester 
BOS 101C 
BOS 106 
BOS 206 

Advanced Keyboarding 
Electronic Planning, Sharing and Organization 
Personal Management Application and Internet Resources 
Math Elective(s) 
Writing Elective(s)* 

Second Semester 
BOS 157 Word Processing and Document Formatting I 
BOS 184 Spreadsheet Software Applications I 
HSC 124 Medical Terminology 

Arts/Human. Elective(s) 

Third Semest<~r 
BOS 185 
BOS 207 
BOS 223 
BOS 257 

Medical Computer Skills and Electronic Health Records 
Presentation Software Applications 
Medical Office Procedures 
Word Processing and Document Formatting II 
Speech Elective(s)** 

Fourth Semester 
BIO 102 or Human Biology 
BIO 109 Essentials of Human Anatomy and Physiology 
BMG 155 Business on the Internet 
BMG 207 or Business Communication 
BOS 175 Medical Office Communication 
BOS 224 Medical Office Insurance and Billing 

Thursday, February 20, 2014 3:25:42 p.m. 

Office of Curriculum and As§eS_SI]7_en_t 

(14 credits) 
1 
3 
2 
4 
4 

(12 credits) 
3 
3 
3 
3 

(14 credits) 
2 
3 
3 
3 
3 

(12 credits) 
3 
3 
3 
3 

(13 credits) 
3 
4 
3 
3 

(14 credits) 
1 
3 
2 
4 
4 

(12 credits) 
3 
3 
3 
3 

( 14 credits) 
3 
2 
3 
3 
3 

{13 credits) 

4 
3 

2-3 
4 
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• ~ WashtE!naw C!>_mmunity_C:::_QIIege 

Program Information Report 

Fifth Semester 
BOS 182 Database Software Applications 
HSC 115 
HSC 131 

Clinical Procedures for Administrative Medical Assistants 
CPR/AED for the Professional Rescuer and First Aid 
Soc. Sci. Elective(s) 

Minimum Credits Required for the Concentration or Option: 62 

first Semester 
BOS 101C 
BOS 106 
BOS 206 

Advanced Keyboarding 
Electronic Planning, Sharing and Organization 
Personal Management Application and Internet Resources 
Math Elective(s) 
Writing Elective(s)* 

Second Semester 
ACC 100 Accounting Practices for Business 
BOS 157 Word Processing and Document Formatting I 
BOS 184 Spreadsheet Software Applications I 
CIS 117 Windows Operating System 

Arts/Human. Elective(s) 

Third Semester 
ACC 110 Payroll Accounting 
BMG 155 Business on the Internet 
BOS 207 Presentation Software Applications 
BOS 257 Word Processing and Document Formatting II 

Speech Elective(s)** 

Fourth Semester 
BMG 200 Relationship Skills in the Workplace 
BMG 207 Business Communication 
BOS 182 Database Software Applications 

Nat. Sci. Elective(s) 

Fifth Semester 
BMG 240 
BMG 279 
BOS 250 

Human Resources Management 
Performance Management 
Office Administration 
Soc. Sci. Elective(s) 

Minimum Credits Required for the Concentration or Option: 66 

Minimum Credits Required for the Program: 

Notes: 

*ENG 111 is recommended. 
**COM 101 is recommended. 

Thursday, February 20, 2014 3:25:42 p.m. 

__ _ Office of Cyrric;u/um__and_A_~~g_ssment 

(9 credits) 
3 
2 
1 
3 

(14 credits) 
1 
3 
2 
4 
4 

(14 credits) 
3 
3 
3 
2 
3 

{13 credits) 
2 
3 
2 
3 
3 

credits) 
3 
3 
3 
3 

( 13 credits) 
3 
3 
4 
3 

63 
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\ WASHTENAW COMMUNITY COLLEGE . 
PROGRAM CHANGE OR DISCONTINUATION FORM 
( 

Program Code: APBOAD Program Name: Business Office Administration­
MEDAOption 

Effective Term: Fall2014 

Division Code: BCTD Department: Business Office Systems 

Directions: 

1. Attach the current program listing from the WCC catalog or Web site and indicate any changes to be made. 

2. Draw lines through any text that should be deleted and write in additions. Extensive narrative changes can be included on 
a separate sheet. 

3. Check the boxes below for each type of change being proposed. Changes to courses, discontinuing a course, or adding 
new courses as part of the proposed program change, must be approved separately using a Master Syllabus form, but 
should be submitted at the same time as the program change form. 

Requested Changes: 

0Review 
[8]Remove course(s): ~H.....,_IT"'---"1-"'-0"'-1 _________ _ 
[8]Add course(s): __ ...._.H""'S'""'C'--'1'-"2'--'-4 ________ _ 
0Program title (title was __ ) 
0Description 
0Type of award 
0Advisors 
0Articulation information 

Show all changes on the Mt<>rhP~ nas:re from the catalos:r. 

Rationale for proposed changes or discontinuation: 

0Program admission requirements 
0Continuing eligibility requirements 
D Program outcomes 
0Accreditation information 
0Discontinuation (attach program discontinuation 

plan that includes transition of students and timetable 
for phasing out courses) 

00ther ___________ _ 

HSC 124 is the replacement course for HIT 101, which will be discontinued in the fall of 2014. 

Financial/ staffing/ equipment/ space implications: 
No changes in or additional staffing/ equipment/ space resources required. 

List departments that have been consulted regarding their use of this program. 
N/A 

Si atures: 
Reviewer Print Name 

Initiator enkins 

De artment Chair enkins 

Division Dean/ Administrator Rosema Wilson 

Vice President for Instruction Bill Aberneth 

President Rose Bellanca 
tl6aot write in shaded area. Euteted in: Baaner C&A Database 

Please submit completed form to the Office of Curriculum and Assessment and emai 
posting on the website. 

llltJj.td tjdM/1'1- i/ 
Office of Curriculum & Assessment http://www.wccnet.edu/departments/currlculum 



• H Washtenaw Community College Office of Curriculum and Assessment 

Program Information Report 

Business Office Administration (APBOAD) 
Associate in Applied Science Degree 
Program Effective Term: Fall 2013 

This program prepares students for higher-level support positions in office settings where increased responsibilities require technical 
skills in desktop publishing, presentation software, accounting, and database software. Students will also gain broader skills through 
completion of the general education courses required for an associate's degree. 

Note: This program Is not an AAMA Certification preparation program. 

Articulation: 
Eastern Michigan University, BS degree (only applies to the Law Office Administration concentration). 

Copies can be obtained from the Counseling Office, a program advisor, or from the Curriculum and Assessment Office Web site: 
www.wccnet.edu/departments/curriculum/articulation.php?levelone=colleges 

Minimum Concentration Credits Required for the Program: 63 
Complete one of the following concentrations: Administrative Assistant, Medical Administrative Assistant, Law Office Administration 
or Office Management. 

The Law Office Administration (LAWA) concentration should not be regarded as a paralegal certification program and is Intended 
solely for those students considering transferring into the undergraduate Bachelor of Science in Paralegal Studies at Eastern Michigan 
University. Interested students should consult the EMU-WCC articulation guide for information on course and program transferability. 

Business Office Administration Concentrations 

BOS 101C 
BOS 106 
BOS 206 

ACC 100 or 
ACC 111 
BOS 157 
BOS 184 

BMG 155 
BOS 207 
BOS 257 
BOS 284 

BMG 207 
BOS 182 
BOS 208 

Advanced Keyboarding 
. Electronic Planning, Sharing and Organization 
Scheduling and Internet Office Applications 
Writing Electlve(s)* 
Math Elective(s) 

Accounting Practices for Business 
Principles of Accounting I 
Word Processing and Document Formatting I 
Spreadsheet Software Applications I 
Arts/Human. Elective(s) 

Business on the Internet 
presentation Software Applications 
Word Processing and Document Formatting II 
Spreadsheet Software Applications II 
Speech Elective(s)** 

Business Communication 
Database Software Applications 
Desktop Publishing for the Office 
Nat. Sci. Elective(s) 

ACC 131 Accounting Information Systems 
BOS 230 Electronic Forms Design 
BOS 250 Office Admlnlstretion II 

Soc. Sci. Elective(s) 

MlnlmumlC1i1l/iillfi6£fliifii!JlfiJfiJi[concentriltlon or Option: 65 ' 

Friday, April 5, 2013 11:19:16 a.m. 
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3 

3 
3 
4 
3 



• H Washtenaw Community College 

BOS 101C 
BOS 106 
BOS 206 

ACC 111 
BOS 157 
BOS 184 

BOS 207 
BOS 211 
BOS 257 
BOS 284 

BMG 111 
BMG 155 
BOS 182 

BMG 207 
BOS 250 
CJT 154 

Program Information Report 

Advanced Keyboarding 
Electronic Planning, Sharing and Organization 
Scheduling and Internet Office Applications 
Math Elective(s) 
Writing Elective(s)* 

Principles ~(Accounting I 
Word Processing .•and Document Formatting I 
Spreadsheet Software Applications I 
Arts/Human~ EleCtlve(s) 

Presentation Software Applications 
Introduction. to P~Sralegal Studies 
Word Processing and Document Formatting II 
Spre~Sdsheet Software Applications II 
Speech Elective(s)** 

Business LewJ) 
Business on the Internet 

• Database SoftWare Applications 
Nat. Sci. Elective(s) 

Business Communication 
Office Administration II 
Everyday L.awfLaw and Civil Liberties 
Soc. Sci. Elective(s) 

Hlnlmuiii:Cllftfl~e~Cifncentratlon or Option: 65 

Office of Curriculum and Assessment 

1 
3 
2 
4 
4 

3 
3 
3 
3 

2 
3 
3 
3 
3 

3 
3 
3 
3 

3 
4 
3 
3 

Med1cal Adnluw.IJ.·tn;.· t, ·•• ,; ,,,t Mf:DA 63 credits 

BOS 101C 
BOS 106 
BOS 206 

BOS 157 
BOS 184 
HIT 101 

BOS 185 
BOS 207 
BOS 223 
BOS 257 

BIO 102 or 
BIO 109 
BMG 155 
BMG 207 or 
BOS 175 
BOS 224 

' Advanced KeYboarding 
Electronic Planning, Sharing and Organization 
Scheduling and tnternet Office Applications 
Math Elective(s) 
Writing .Elective(s)* 

Word Processing and Document Formatting I 
Spreadsheet Software Applications I 
Healthcare. Terminology for the Health Information Technology Professional 
Arts/Human;·.Elt~Ctlve(s) 

M.edical Co~puter Skills and Electronic Health Records 
Presentation .. Software Applications 
Medical Office Procedures 
Word'Processlng!and Document Formatting II 
Speech Elective(s)** 

Essentials of . uman Anatomy and Physiology 
Business on' ttie' Internet 
Business Communication 
Medical Office Communication 
Medical Office Insurance and Billing 

Friday, AprilS, 2013 11:19:16 a.m. 
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2 
4 
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3 
3 
3 
3 

3 
2 
3 
3 
3 

4 
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• M Washtenaw Community College 

BOS 182 
HSC 115 
HSC 131 

Program Information Report 

Database Software Applications 
Clinical and Lab Procedures for Office Assistants 
CPR/AED fortne Professional Rescuer and First Aid 
Soc. Sci. Elective(s) 

Hlnlmum¥f'llllliJ!!KtlitfJ'Ei'llfiJflii{ciliicentratlon or Option: 63 

Office of Curriculum and Assessment 

3 
3 
1 
3 

Off1ce Man.~tl•'nwul Gi Mh 66 credits 

BOS 101C 
BOS 106 
BOS 206 

ACC 100 
BOS 157 
BOS 184 
CIS 117 

ACC 110 
BMG 155 
BOS 207 
BOS 257 

BMG 200 
BMG 207 
BOS 182 

BMG 240 
BMG 279 
BOS 250 

Advanced Keyboarding 
Electronic Planning, Sharing and Organization 
Scheduling and Internet Office Applications 
Math Elective(s) 
Writing Electlve(s)* 

Accounting Practices for Business 
Word Processing and Document Formatting I 
Spreadsheet Software Applications I 
Wind.ows Operl!lt~ng System 
Arts/Human. Elective(s) 

Payroll Accounting 
Business on the Internet 
Presentation Software Applications 
Word Processing and Document Formatting II 
Speech Electlve{s)** 

Human R:elations in Organizations 
Business Communication 
Database Software Applications 
Nat. Sci. Electlve(s) 

Human Resources. Management 
. Performance M~nagement 
Office Administration II 
soc. Sci. Electlve(s) 

Hlnlmum'Clilil~il1fi1'Jf6i!coiiceritratlon or Option: 66 

Minimum Credits Required for the Program: 

Notes: 

*ENG 111 is recommended. 
**COM 101 Is recommended. 

Friday, April 5, 2013 11:19:16 a.m. 
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3 
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3 
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2 
3 
2 
3 
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3 
3 
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3 
3 
4 
3 
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WASHTENAW COMMUNITY COLLEGE 
PROGRAM CHANGE OR DISCONTINUATION FORM 

Program Code: ARAdJD 
APBOAD 

Program Name: Administrative l .. ssistant Teelmology 
Business Office Administration 

Effective Term: Fall2013 

Division Code: BCTD Department: Business Office Systems 

Directions: 

1. Attach the current program listing from the WCC catalog or Web site and indicate any changes to be made. 

2. Draw lines through any text that should be deleted and write in additions. Extensive narrative changes can be included on 
a separate sheet. 

3. Check the boxes below for each type of change being proposed. Changes to courses, discontinuing a course, or adding 
new courses as part of the proposed program change, must be approved separately using a Master Syllabus form, but 
should be submitted at the same time as the program change form. 

Requested Changes: 
[8JProgram title (was Administrative Assistant 

Administrative Assistant Concentration 
Technology) to Business Office Administration 

0Review 
[8JRemove course(s): BOS 107 and BOS 225 

[8JDescription 
[8JAdd course(s): BMG 155, ACC 100 or ACC 111, and ACC 

0Type of award 
ill DAd visors 

Law Office Administration Concentration 
0Articulation information 

[8JRemove course(s): BOS 107 and BOS 225 Show all changes on the attached page from the catalog. 
[8JAdd course(s): ACC 111. BMG 155 or BOS 284 

0Program admission requirements 
Medical Administrative Assistant Concentration 0Continuing eligibility requirements 
[8JRemove course(s): BOS 225, BOS 107, BOS 210, HSC 101 D Program outcomes 
[8JAdd course(s): BMG 155 or BOS 184, BOS 250, BOS 175, 0Accreditation information 
BOS 185 HIT 101 0Discontinuation (attach program discontinuation 

plan that includes transition of students and timetable 
New Office Management Concentration for phasing out courses) 
[8JAdd course(s): ACC 100, ACC 110, BOS 182, BOS 207, BOS [8JOther Add new Office Management option 
250, BMG 200, BMG 240, BMG 279, CIS 117 

Rationale for proposed changes or discontinuation: 

Program being revised to 

1. Assure that all CT ADA courses are included in the associate degree program. 
2. Program name updated to encompass new Office Management option. 
3. BOS 107 and 225 being inactivated. 

Financial/ staffing/ equipment/ space implications: 

No additional staffing, equipment, or space requirements are contemplated. 

List departments that have been consulted regarding their use of this program. 

Business Department 

http://www.wccnet.edu/departments/curriculum 



Si atures: 
Reviewer Print Name 

Initiator enkins 

De artment Chair enkins 

Division Dean/ Administrator Rosem Wilson 

Vice President for Instruction 

President 

Please submit completed form to the Office of Curriculum and Assessment and email an 
posting on the website. 

Date 



Administrative Assistant Option Law O!Tice Administration Option Medical Administrative Assistant Option O!Tice Management Option 

Gen Ed General Education Gen Ed General Education Gen Ed General Education 'Gen Ed General Education 

Writing ENG Ill recommended 4 Writing ENG Ill recommended 4 Writing ENG Ill recommended 4 ;Writing ENG Ill recommended 4 

Speech COM 101 recommended 3 Speech COM I 0 I recommended 3 Speech COM 101 recommended 3 Speech COM I 0 I recommended 3 

Mathematics Any approved math course 4 Mathematics Anv approved math course 4 Mathematics Any approved math course 4 Mathematics Anv approved math course 4 

Natural Sci Any approved Nat Sci course 3 Natural Sci Any approved Nat Sci course 3 Natural Sci BIO 102 or BIO !09 Required 4 Natural Sci Any approved Nat Sci course 3 

Soc Sci Any Soc/ Beh Science 3 Soc Sci Any Soc/ Beh Science 3 Soc Sci Anv Soc/ Beh Science 3 Soc Sci Anv Soc/ Beh Science 3 

Art/Hum Anv Art/Hum course 3 Art/Hum Anv Art/Hum course 3 Art/Hum Anv Art/Hum course 3 Art/Hum Any ArtlHum course 3 

BOS 106 
Electronic Planning, sharing 

3 
and Organization 

BOS 106 
Electronic Planning, sharing 

3 
and Organization 

BOS 106 
Electronic Planning, sharing and 

3 
Organization 

BOS 106 
Electronic Planning, sharing 

3 
and Ore.anization 

23 23 24 23 

CTADA Cert CTADACert CTADA Cert CTADACert 

BMG !55 Business on the Internet 3 BMG 155 Business on the Internet 3 BMG 155 Business on the Internet 3 BMG 155 Business on the Internet 3 

BMG 207 Business Communication 3 BMG207 Business Communication 3 
BMG207or 

DU>Imo» .lvu\umu 

BOS 175 
207) 3cr 2-3 

"""' {"', 
mr.c 17<\ Ar' 

BMG207 Business Communication 3 

BOS IOIC Advanced Keyboarding I BOS IOIC Advanced Keyboarding I BOS IOIC Advanced Keyboarding I BOS IOIC Advanced Keyboarding I 

BOS !57 
Word Processing and 

3 
Document Formatting I 

BOS 157 
Word Processing and 

3 
Document Formatting I 

BOS 157 
Word Processing and Document 

3 
Formatting I 

BOS 157 
Word Processing and 

3 
Document Formatting l 

BOS 184 
Spreadsheet Software 

3 
Applications I 

BOS 184 
Spreadsheet Software 

3 
Applications I 

BOS 184 
Spreadsheet Software Applications 

3 
I 

BOS 184 
Spreadsheet Software 

3 
Applications I 

BOS 206 
Scheduling and Internet 

2 
O!Tice Applications 

BOS 206 
Scheduling and Internet O!Tice 

2 
Applications 

BOS 206 
Scheduling and Internet Oftice 

2 
Applications 

BOS 206 
Scheduling and Internet 

2 
Office Applications 

BOS 257 
Word Processing and 

3 
Document Formatting II 

BOS 257 
Word Processing and 

3 
Document Formatting II 

BOS 257 
Word Processing and Document 

3 
Formatting II 

BOS 257 
Word Processing and 

3 
Document Formatting II 

CTADA Total Credits Reg_uired 18 CTADA Total Credits Required 18 CTADA Total Credits Required 17- 18 CTADA Total Credits Required 18 

Administrative Assistant Option Law O!Tice Administration Option I Medical Administrative Assistant Option O!Tice Mangement Option 

BOS 182 
Database Software 

3 I Applications 
ACC Ill Principles of Accounting I 3 

I 
~~ Hedieal Qffiee Gemmunieatien ACC 100 

Fundamentals of Accounting 
3 

I 

BOS 207 
Presentation Software 

2 
Applications 

BMG Ill Business Law I 3 BOS 182 Database Software Appliations 3 ACC 110 Payroll Accounting 2 

BOS 208 
Desktop Publishing for the 

3 
O!Tice 

BOS 182 
Database Software 

3 
Applications 

BOS 185 
Medical Communication Skills and 

3 
Electronic Health Records 

BOS 182 
Database Software 

3 
Apoliations 

BOS 230 Electronic forms Design 3 I 
I 

BOS 207 
Presentation Software 

2 
Applications 

BOS 207* Presentation Software Applications 2 BOS 207 
Presentation Software 

7 
Applications -

BOS 250 Office Administration 4 BOS 211 
Introduction to Paralegal 

3 
Studies 

BOS 223 Medical Office Procedures 3 BOS 250 Office Administration 4 

BOS 284 
Spreadsheet Software 

3 
Applications II 

BOS 250 Office Administration 4 BOS 224 
Medical Office Insurance and 

4 
Billing 

BMG200 
Human Relations in 

3 
Organizations 

ACC IOOor 
Accounting 3 

Ill CJTI5+ Everyday Law 3 HIT 101 
Healthcare Terminology for the HIT 

3 
Professional 

BMG240 
Human Resourcl$ 

3 
Management 

ACC 131 
Accounting Information 

3 
Systems 

BOS 284 
Spreadsheet Software 

3 
Applications II 

HSC 115 
Clinical & Lab Procedures for 

3 
Office Assistants 

BMG279 Performance Management 3 

Law O!Tice Total Credits Required 24 HSC 131 
CPR/ AED for the Professional 

I 
Rescuer & First Aid CIS 117 2 

Admin Assist Total Credits Required 24 Total Credits Required 65 Medical Admi Total Credits Required 22 

Total Credits Required 65 Total Credits Required 63-64 

(30 S 11S {~ .G.r~d ;+s) 
O'f '· 

6 M G d D 7 (3 (..r'Pd- -~~-S) 



Class 

BOS 101C 

BOS 106 

BOS 206 

Writing 

Mathematics 

Art/Hum 

BOS 157 

BOS 184 

*ACC 100 

ACC 111 

BOS 207 

BOS 257 

BOS 284 

BMG 155 

Speech 

Nat Science 

BOS 182 

BOS 208 

BMG 207 

Social Science 

* ACC 131 

BOS 230 

BOS 250 

Business Office Administration 

Administrative Assistant Option (ADMA) 

2013- 2014 Program Year 

First Semester 

Title 
Semester Final 

Completed Grade 
Advanced Keyboarding 

Electronic Planning, Sharing and Organization 

Scheduling and Internet Office Applications 

ENG 111 recommended 

Any approved math course 

Total Credits 

Second Semester 

Any approved Art/Hum course 

Word Processing and Document Formatting I 

Spreadsheet Software Applications I 

Fundamentals of Accounting I 
*transfers as a free elective 

or 

Principals of Accounting I 

Total Credits 

Third Semester 

Presentation Software Applications 

Word Processing and Document Formatting II 

Spreadsheet Software Applications II 

Business on the Internet 

COM 101 recommended 

Total Credits 

Fourth Semester 

Any approved Natural Science course 

Database Software Applications 

Desktop Publishing for the Office 

Business Communication 

Total Credits 

Fifth Semester 

Any approved Social/Behavioral Science course 

Accounting Information Systems 
* Transfers as a free elective 

Electronic Forms Design 

Office Administration 

Total Credits 

Total Credits Required 

Credits 

1 

3 

2 

4 

4 

14 

3 

3 

3 

3 

12 

2 

3 

3 

3 

3 

14 

3 

3 

3 

3 

12 

3 

3 

3 

4 

13 

65 



Business Office Administration 

Law Office Administration Option (Litw4) 
2013- 2014 Program Year 

First Semester 

Class Title 
Semester Final 

Credits 
Completed Grade 

BOS 101C Advanced Keyboarding 1 
BOS 106 Electronic Planning, Sharing and Organization 3 

BOS 206 Scheduling and Internet Office Applications 2 

Writing ENG 111 recommended 4 

Mathematics Any approved math course 4 

Total Credits 14 

Second Semester 

Art/Hum Any approved Art/Hum course 3 

BOS 157 Word Processing and Document Formatting I 3 

BOS 184 Spreadsheet Software Applications I 3 

ACC 111 Principals of Accounting I 3 

Total Credits 12 

Third Semester 

BOS 207 Presentation Software Applications 2 

BOS 257 Word Processing and Document Formatting II 3 

BOS 284 Spreadsheet Software Applications II 3 

BOS 211 Introduction to Paralegal Studies 3 

Speech COM 101 recommended 3 

Total Credits 14 

Fourth Semester 

Nat Science Any approved Natural Science course 3 

BOS 182 Database Software Applications 3 

BMG 155 Business on the Internet 3 

BMG 111 Business Law .I 3 

Total Credits 12 

Fifth Semester 

Social Science Any approved Social/Behavioral Science course 3 

BMG 207 Business Communication 3 

CJT 154 Everyday Law 3 

BOS 250 Office Administration 4 

Total Credits 13 

Total Credits Required 65 



Business Office Administration 

Medical Administrative Assistant Option {MEDA:) 
2013- 2014 Program Year 

First Semester 

Class Title 
Semester Final 

Credits 
Completed Grade 

BOS 101C Advanced Keyboarding 1 

BOS 106 Electronic Planning, Sharing and Organization 3 

BOS 206 Scheduling and Internet Office Applications 2 

Writing ENG 111 recommended 4 

Mathematics Any approved math course 4 

Total Credits 14 

Second Semester 

Art/Hum Any approved Art/Hum course 3 

BOS 157 Word Processing and Document Formatting I 3 

BOS 184 Spreadsheet Software Applications I 3 

HIT 101 Healthcare Terminology for the HIT Professional 3 

Total Credits 12 

Third Semester 

BOS 185 Medical Computer Skills & Elect Health Records 3 

BOS 207 Presentation Software Applications 2 

BOS 223 Medical Office Procedures 3 

BOS 257 Word Processing and Document Formatting II 3 

Speech COM 101 recommended 3 

Total Credits 14 

Fourth Semester 

Nat Science BIO 102 or BIO 109 Required 4 

BMG 155 Business on the Internet 3 

BOS 224 Medical Office Insurance and Billing 4 

BMG 207 Business Communication {3 credits) 

or 2-3 

BOS 175 Medical Office Communication {2 credits) 

Total Credits 13-14 

Fifth Semester 

Social Science Any approved Social/Behavioral Science course 3 

HSC 115 Clinical & Lab Procedures for Office Assistants 3 

HSC 131 CPR/ AED for the Professional Rescuer & First Aid 1 

BOS 182 Database Software Applications 3 

Total Credits 10 

Total Credits Required 63-64 



Class 

BOS 101C 

BOS 106 

BOS 206 

Writing 

Mathematics 

Art/Hum 

BOS 157 

BOS 184 

*ACC 100 

CIS 117 

BOS 207 

BOS 257 

ACC 110 

BMG 155 

Speech 

Nat Science 

BOS 182 

BMG 200 

BMG 207 

Social Science 

BMG 240 

BMG 279 

BOS 250 

Business Office Administration 

Office Management Option 

2013- 2014 Program Year 

First Semester 

Title 
Semester 

Completed 

Advanced Keyboarding 

Electronic Planning, Sharing and Organization 

Scheduling and Internet Office Applications 

ENG 111 recommended 

Any approved math course 

Second Semester 

Any approved Art/Hum course 

Word Processing and Document Formatting I 

Spreadsheet Software Applications I 

Fundamentals of Accounting I 
*transfers as a free elective 

Windows Operating System 

Third Semester 

Presentation Software Applications 

Word Processing and Document Formatting II 

Payroll Accounting 

Business on the Internet 

COM 101 recommended 

Fourth Semester 

Any approved Natural Science course 

Database Software Applications 

Human Relations in Organizations 

Business Communication 

Fifth Semester 

Any approved Social/Behavioral Science course 

Human Resource Management 

Performance Management 

Office Administration 

( OFrvt&) 
/ 

Final 
Credits 

Grade 

1 

3 

2 

4 

4 

Total Credits 14 

3 

3 

3 

3 

2 

Total Credits 14 

2 

3 

2 

3 

3 

Total Credits 13 

3 

3 

3 

3 

Total Credits 12 

3 

3 

3 

4 

Total Credits 13 

Total Credits Required 66 



WASHTENAW COMMUNITY COLLEGE 
PROG'!AM CHANGE OR DISCONTINUATION FORM 

Program Code: Program Name: Administrative Assistant Technology Effective Term: 2012-13 

APAATD 

Division Code: BCTD Department: Business Office Systems 

C?-14-···)P(}?· 

Directions: 

1. Attach the current program listing from the WCC catalog or Web site and indicate any changes to be made. 

2. Draw lines through any text that should be deleted and write in additions. Extensive narrative changes can be included on 
a separate sheet. 

3. Check the boxes below for each type of change being proposed. Changes to courses, discontinuing a course, or adding 
new courses as part of the proposed program change, must be approved separately using a Master Syllabus form, but 
should be submitted at the same time as the ]Jtogram change form. 

Requested Changes: 

0Review 
[g!Remove course(s): CIS 100 
[g!Add course(s): BOS 106 Electronic Planning, Sharing, and 
Organization 
BOS 230 Electronic Forms Design 
0Program title (title was __ ) 
0Description 
0Type of award 
0Advisors 
0Articulation information 

Show all changes on the attached oal!e from the catalo12:. 

0Program admission requirements 
0Continuing eligibility requirements 
0 Program outcomes 
0Accreditation information 
0Discontinuation (attach program discontinuation 

plan that includes transition of students and timetable 
for phasing out courses) 

[g!Other Add New Program Option 

Rationale for proposed changes or discontinuation: BOS 106 Electronic Planning, Sharing, and Organization is a new 
course that has been added to the BOS curriculum for this coming academic year. The course focuses on collaboration using 
MS OneNote, cloud computing, and various office productivity applications and is being substituted in place of CIS 100 as 
the Computer Literacy requirement for this program. BOS 230 Electronic Forms Design is also a new course that is intended 
to teach users how to prepare documents including electronic forms for end-user distribution, and is ideally suited for 
students of the Administrative Assistant II Advanced Certificate. A new program option intended to create opportunities 
for students to transfer into the undergraduate Paralegal Studies program at EMU is being added. 

Financial/ staffing/ equipment/ space implications: 
No additional staffing, equipment, or space requirements are contemplated. 

List departments that have been consulted regarding their use of this program. 
N.A. 

Si natures: 
Reviewer Print Name 

Initiator enkins 

De artment Chair enkins 

Division Dean/ Administrator Rosema Wilson 

Vice President for Instruction Stuart Blacklaw 

President Rose Bellanca 

/P9J.uf .;Jj;S" /1~ ~'1 
Off'fce of Curriculum & Asj{essment http://www.wccnet.edu/departments/currlculum 



Office of Curriculum and AssessmeoJ 

Program Information Report 

School of Business and Entrepreneurial Studies 
Learn the fundamentals you will need to become a business leader or entrepreneur. These programs help you develop entry-level 
skills in various aspects of business. Whether your goal is to make your place in an existing industry or branch out on your own, 
these programs can provide the foundation for success. 

Washtenaw Community College offers programs at several levels for students who want to begin new careers, or advance in their 
existing careers. The first level is the certificate, which can vary from nine to thirty-six credits, depending on the field. Certificates 
generally prepare students for entry-level jobs. 

After completing a certificate, students can progress to the next level, the advanced certificate. The credit hours required for these 
programs also vary. This type of certificate provides a more specialized level of skill development, and often allows students to 
upgrade their positions at their places of employment. 

The next level, an Associate in Applied Science, is available for some programs. For some career fields, it is possible to earn a 
certificate, advanced certificate, and an Associate in Applied Science degree in the same field. In these cases, the credit hours from 
the certificate and advanced certificate can be applied to the credit hours needed for the Associate in Applied Science degree. 

Alternatively, students can earn an AAS in Occupational Studies by completing a certificate, advanced certificate and General 
Education requirements. 

Business Office S stems 
Whether you are just starting out in an office or advancing to a high-level administrative or executive assistant position, these 
programs can help you achieve your goals. 

Friday, April 20, 2012 4:12:42 p.m. Page 1 of 3 



• ~-W_ashtenaw Community College 

Program Information Report 

Administrative Assistant Technology (APAATD) 
Associate in Applied Science Degree 
Program Effective Term: Fall 2012 

_Qffice of Curriculum and Assessrnt:nt 

This program prepares students for higher-level support positions in office settings where increased responsibilities require technical 
skills in desktop publishing, presentation software, accounting, and database software. Students will also gain broader skills through 
completion of the general education courses required for an associate's degree. 

Note: This program is not an AAMA Certification preparation program. 

Complete the required courses in one of the following concentrations for Administrative Assistant, Medical Administrative Assistant or 
Law Office Administration (13-15 credits). 

Administrative Assistant Option (ADMA) 
ACC 111 Principles of Accounting I 
BOS 208 Desktop Publishing for the Office 
BOS 250 Office Administration II 
BOS 284 Spreadsheet Software Applications II 

Medical Administrative Assistant Option (MEDA) 
BOS 210 Medical Transcription 
BOS 223 Medical Office Procedures 
BOS 224 Medical Office Insurance and Billing 
HSC 101 Healthcare Terminology 
HSC 115 Clinical and Lab Procedures for Office Assistants 
HSC 131 CPR/AED for the Professional Rescuer and First Aid 

Law Office Administration (LAWA) 
BMG 111 Business Law I 
BOS 211 Introduction to Paralegal Studies 
BOS 250 Office Administration II 
CJT 160 Criminal Justice Constitutional Law 

Note: The Law Office Administration (LAWA) option should not be regarded as a paralegal certification program and is intended solely 
for those students considering transferring into the undergraduate Bachelor of Science in Paralegal Studies at Eastern Michigan 
University. Interested students should consult the EMU-WCC articulation guide for information on course and program transferability. 

BOS 101C 
BOS 206 
ENG 111 
MTH 125 
BOS 106 

BOS 107 
BOS 207 
CIS 117 

BOS 157 
BOS 184 
COM 101 

BOS 182 
BOS 257 

BOS 225 

Advanced Keyboarding 
Scheduling and Internet Office Applications 
Composition I 
Everyday College Math 
Electronic Planning, Sharing and Organization 

Arts/Human. Elective(s) 
Office Administration I 
Presentation Software Applications 
Windows Operating System 
Select course(s) from a concentration: ACC 111; or BOS 210 and HSC 101; or BOS 211 

Word Processing and Document Formatting I 
Spreadsheet Software Applications I 
Fundamentals of Speaking 
Select a course from an option: BOS 208 or BOS 223 or BMG 111 

Database Software Applications 
Word Processing and Document Formatting II 
Nat. Sci Elective(s)* 

Integrated Office Applications 

Friday, April 20, 2012 4:12:42 p.m. 
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2 
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4 
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3 
4 
2 
2 
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3 
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3 
3 
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• M Washtenaw Community College Office of Curriculum_?lnd t\~s~~Sf71ent 

Program Information Report 

COM 102 or Interpersonal Communication 
ENG 226 Composition II 

Nat. Sci. Elective(s) = 
Elective Select course(s) from an option: OS 230 nd BOS 284; or BOS 224; or CJT 160 

3 
3 

3-6 
4 Elective Select course(s) from an option: H and HSC 131; or BOS 250 

Minimum Credits Required for the Concentration or Option: 

Minimum Credits Required for the Program: 65 

Notes: 

*BIO 102 or BIO 109 is required for the Medical Administrative Assistant Option. 

Friday, April 20, 2012 4:12:42 p.m. Page 3 of 3 



WASHTENAW COMMUNITY COLLEGE 
PROGRAM CHANGE OR DISCONTINUATION FORM 

Program Code: 
APAATD 

Effective Term: 201109 Program Name: Administrative Assistant Technology 

Division Code: BCT Department: BOSD 

Directions: 

1. Attach the current program listing from the WCC catalog or Web site and indicate any changes to be made. 

2. Draw lines through any text that should be deleted and write in additions. Extensive narrative changes can be included on 
a separate sheet. 

3. Check the boxes below for each type of change being proposed. Changes to courses, discontinuing a course, or adding 
new courses as part of the proposed program change, must be approved separately using a Master Syllabus form, but 
should be submitted at the same time as the program change form. 

Requested Changes: 

0Review 
[8JRemove course(s): BOS 130. BOS 183@'5 zzs:;­
[8JAdd course(s): BOS 284 BOS 184 
0Program tide (tide was __ ) 
0Description 
0Type of award 
0Advisors 
0Articulation information 

Show all changes on the attached oa~re from the cataill~r. 

Rationale for proposed changes or discontinuation: 

0Program admission requirements 
0Continuing eligibility requirements 
D Program outcomes 
0Accreditation information 
0Discontinuation (attach program discontinuation 

plan that includes transition of students and timetable 
for phasing out courses) 

00ther __________ _ 

BOS 183 Spreadsheet Software Applications is being replaced by BOS 184 Spreadsheet Software Applications I. BOS 130 

is being deactivated and being replaced by BOS 284 Spreadsheet Applications II. BOS 225 Integrated Office Applications is 

being deactivated as much of the con~OS 225 is~ing covered in CIS 100 Introduction to Software 

Applic•rion,. _f}zC{.l){: U7 ~ 

Financial/ staffing/ equipment/ space implications: 
No changes in or additional staffing/ equipment/ space resources required. 

List departments that have been consulted regarding their use of this program. 
BOSD, CISD 

Division 

Vice President for Instruction 

President 

Please submit completed form to the Office of Curriculum and Assessment and emtAlllan e•ecrrnn•c copy to sjohn@wccnet.edu for 
posting on the website. 

Office of Curriculum & Assessment http://www.wccnet.edu/departments/cu"lculum 



• tl Washtenaw Community College ___ __________ 9ffice of Curriculum and Assessment 

Program Information Report 

School of Business and Entrepreneurial Studies 
Learn the fundamentals you will need to become a business leader or entrepreneur. These programs help you develop entry-level 
skills in various aspects of business. Whether your goal is to make your place in an existing industry or branch out on your own, 
these programs can provide the foundation for success. 

Washtenaw Community College offers programs at several levels for students who want to begin new careers, or advance in their 
existing careers. The first level is the certificate, which can vary from nine to thirty-six credits, depending on the field. Certificates 
generally prepare students for entry-level jobs. 

After completing a certificate, students can progress to the next level, the advanced certificate. The credit hours required for these 
programs also vary. This type of certificate provides a more specialized level of skill development, and often allows students to 
upgrade their positions at their places of employment. 

The next level, an Associate in Applied Science, is available for some programs. For some career fields, it is possible to earn a 
certificate, advanced certificate, and an Associate in Applied Science degree in the same field. In these cases, the credit hours from 
the certificate and advanced certificate can be applied to the credit hours needed for the Associate in Applied Science degree. 

Alternatively, students can earn an AAS in Occupational Studies by completing a certificate, advanced certificate and General 
Education requirements. 

Business Office S stems 
Whether you are just starting out in an office or advancing to a high-level administrative or executive assistant position, these 
programs can help you achieve your goals. 

Administrative Assistant Technology {APAATD) 
Associate in Applied Science Degree 
Program Effective Term: Fall 2011 

This program prepares students for higher-level support positions in office settings where increased responsibilities require technical 
skills in desktop publishing, presentation software, accounting, and database software. Students will also gain broader skills through 
completion of the general education courses required for an associate's degree. 

Note: This program is not an AAMA Certification preparation program. 

Geietit.:j'ct6CiittOW:Ri~tullte'iiiMr1i~';~i$".· 
ENG 111 Composition I 
COM 101 Fundamentals of Speaking 
MTH 125 Everyday College Math 
Nat. Sci. Elective(s)* 
Soc. Sci. Elective(s) 
Arts/Human. Elective(s) 
CIS 100 Introduction to Computers and Software Applications 
*BIO 102 or BIO 109 is required for the Medical Administrative Assistant Option. 

MldJ:~rlA'N:I:rcll&uf~1unVntildi1iti®~~f1t"·>:' \- · 
BOS 101C Advanced Keyboarding 
BOS 107 Office Administration I 
BOS 157 Word Processing and Document Formatting I 
BOS 182 Database Software Applications 
BOS 184 Spreadsheet Software Applications I 
BOS 206 Scheduling and Internet Office Applications 
BOS 207 Presentation Software Applications 
BOS 225 Integrated Office Applications 
BOS 257 Word Processing and Document Formatting II 

fteqCtl rldliiPJ)otiJfijifle$i'ii;~\tr4!:1.:'3~!·•\ .• i 
CIS 117 Windows Operating System 
COM 102 or Interpersonal Communication 
ENG 226 Composition II 

~~%~(2§\'chtdltsl 
4 
3 
4 

3-4 
3 
3 
3 

-"~'~~~- \'.<:ca4~edlts1 
1 
4 
3 
3 
3 
2 
2 
3 
3 

cscri'ditS) 
2 

3 

Minimum Option Credits Required for the Program: 13 
Complete the required courses in either the Administrative Assistant or Medical Administrative Assistant Option below. Check course 
descriptions for prerequisites. 
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Program Information Report 

Administrative Assistant Technology Options 

ACC 111 
BOS 208 
BOS 250 
BOS 284 

Principles of Accounting I 
Desktop Publishing for the Office 
Office Administration II 
Spreadsheet Software Applications II 

BOS 210 Medical Transcription 
BOS 223 Medical Office Procedures 
BOS 224 Medical Office Insurance and Billing 
HSC 101 Healthcare Terminology 
HSC 115 Clinical and Lab Procedures for Office Assistants 
HSC 131 CPR/AED for the Professional Rescuer and First Aid 

Minimum Credits Required for the Program: 
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