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Foreword f or 

Intensive Secretarial Course 


( AVER.>\GE Turn TO COMPLETE - 40 WEEKS ) 

THIS course is specially designed to meet the needs 
of qualified students who are desirous of develop

ing ability in Stenography and Bookkeeping in the 
shortest possible time and with the smallest financial 
outlay_ 

The subjects included in this cow'se, and the number 
of hours apportioned to each subject, particularly the 
major subjects-Shorthand, Typewriting, and Book
keeping - represent the minimum requirement for 
thorough training, based on what the College has de
termined from scientific tests and long teaching 
experIence. 

Bryant-Stratton standru-ds, recognized by business 
employers, educators and thousands of successful grad. 
uates now occupying responsible positions, are upheld 
in this, as in every course offered by the College. 

For those desiring a broader training, with higher 
speed requirements in Shorthand and Typewriting, the 
College recommends a coun e of training over a longer 
period, the Executive Secretarial Course (48 weeks ) , 
for graduates of commercial high school course ; or 
the One-Year Secretarial Course (48 weeks ) , for 
graduates of academic or classical high school courses. 



College Edu~atioll lor Busineu 

T h e Intensive Secretarial Course 
TIME TO COMPLETE 40 WEEKS 

First Term (20 weeks) 

B OOK KEEPING, A -I7 

Recording Bus i n e s s Facts; 
Debi ts, Credits, Trial Balances 

SECRETARIAL ACCO UNTING, A-I6 

Personal Accoun ts; Lectures; 
Laboratory Work 

SHOIlTHAND, ST.-I 
T heory ; Word Signs; Easy 
Dictation 

TYPEWRITIN G, T·} 

Keyboard; Touch; Rhythm; 
Speed Drills 

B USINESS ENG LISH, E-l 

Grammar; Composition 

WOIlD STUDY, E-9 
Spelling; Dictation 

RAPID C ALCULATION, M-5 

Intensive Work in Arithmetic 
for Accuracy and Speed 

PENMANSHIP, P-I 
P osition ; Legibility; Speed 

L ABOIlATOIlY WORK 

Problems; Assignments; Col
lateral Reading; Drills in 
"Skill" Subjects; Tests; Ex· 
aminations 

Second Term ( 20 weeks) 

SHORTHAND, ST.-2, ST.-3 

Dictation in Advanced Corre
spondence and Business Data; 
Speed and Accuracy Drills 

TYPEWRITING, T-2, T-3 

Quality Work in Transcrip
tions; Time Limit for Assign
ments 

SECRETARIAL T ECHNIQUE, 0-3 
Editing Dictated Matter; Re· 
search Work; Sec re tarial 
Duties 

O FFICE PRACTICE, 0 -1 
Survey of Business and Office 
Procedure; Indexing; Filing, 
Office Appliances 

B USINESS C ORIlESPONDENC E, E -5 

Effective Business Letters; 
Form Style; Composition; 
Word Study, Vocabulary 
Building 

PERSONALITY DEVELOPMENT, Ps.-2 

Lectures on Business Ethics ; 
Office Dllties and Deportment ; 
Manners; Dress; Voice; Dic· 
tion 

LABORATOIlY WORK 

Tuition-The cost of tuition for the year of 40 weeks is $275.00 payable 
as follows: 

Plan A-S68.75 for each term of ten weeks payable in advance. A saving 
of SIS.00 is effected by this yearly method of payment. 

Plan B-If desired, the tuition may be paid monthly at the rate of $29.00 
each 4 weeks in advance for the year (40 weeks). 

http:A-S68.75

