Course Syllabus

OT 44 – Filing Procedures

Instructor:
Mike Sorensen 

E-mail:  mike.sorensen@scccd.com

Office:

HUM 52
Phone:
638-3641 Ext. 3615


Office Hours:

Text: 

Records Management Projects, Smith

Objectives:

· Index, code, file and retrieve documents using alphabetic, geographic, numerical, and subject filing methods of records management.

· Distinguish between the various methods of records management.

· Identify the most efficient filing system for a specific application.

· Control and manage one or more filing systems.

· Demonstrate speed and accuracy in maintaining alphabetic, subject, numeric, and geographic filing systems.

Grading

Your final grade will be dependent on application tests, written tests, homework, lab assignments, and attendance.  

Final grades will be based on the following scale:



90%-100%
A



80%-89%
B



70%-79%
C



60%-69%
D



Below 60%
F

Attendance:

As this class meets only twice a week, it is very important that you do not miss any class meetings.  Additionally, your education is preparing you for a career in the business field.  There is no such thing as an excused absence in the field of business.  Therefore, excessive absences will not be tolerated.  If you are absent more than four class meetings your grade will be reduced by one letter grade.  Continued absences beyond four meetings may result in being dropped from the class.  If you know that you must be absent for a class meeting, please tell me at the class meeting prior to your absence.   

Tardiness:

Just as you can not be late to work you can not be late to this class.  If you are tardy for more than four class meetings your grade will be reduced by one letter grade.  If you know that you must be late to a class meeting, please tell me at the class meeting prior to your tardiness.   

Accommodations for Students with Disabilities
If you have a verified need for an academic accommodation or materials in alternate media (i.e., Braille, large print, electronic text, etc.) per the Americans with Disabilities Act (ADA) or Section 504 or the Rehabilitation Act, please contact me as soon as possible.

Last day to drop this class:

