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COMMERCE

. Full-time day- commercial course

 Part-time day courses for Office Staffs’

General Commereial Couirse {day or evening) -

Courses for Loeal Government Officers (day or -evening). * °
Evening Courses for. prbfessional studeits.i— -

- Institute of Bankers
" - Chartered Insfitute of Secretaries
Corporation of Certified Secretaries '
Ingtitute of Cost and Works Accountants -
Institute of Export - L :
Office Management Association ‘
Purchasing Officers’ Association o :
Incorporated Sales Managers’ Association - B
Institute of Transport’ o I N
Preliminary Examination in E¢onomics (Un'iv.';o_f: Londo‘_n)- S

Courses in Management (evening-) S
Evening Classes for- Office’ Staﬁ';
Eveéning Claéses for Tgachera of Cohimercia].Suﬁbjegts' : ;
Coutrses for Meat Traders‘ e 7
1




SubJects : Enghsh
] g - Commercial Mathemancs.
The complete prospectus consists of a number of separate leaflets arranged _ ‘ N French. '
- and numheled as follows :— _ L o - - s Eeonomio Histofy:'

Economie Geography
" Commerce.

Book- keepmg
_ Shorthand. -

Elecirical Engineering a"od Physics. ) : C ; : Typewntmg,

No; 1. General Information,'CoHege Regulations, CIase and Course Fees,

No. 2. Mechanical En_gineeriug, and allied coul'ses..

Notes- for Students : The course is prowded to meet. th: special

_ students who have completed a Secondary Grammar. School “Cou
. ) . o : | its equivalent, have reached the age of sixteen, and require somie pecialis

Chemistry, Metal]orgy, . Textiles, Pharmacy, First dical, 7 commercial training before entermg busmess. B S

- Buﬂding .and olhed trades.

- Commercial,

'PRELIMINARY . COMMERCIAL COURSE

Liberal Studies and Foreign L . | :
s and Horeign Languages _ This i a general oducational course for _]umors tor prepare thein for

"to senior commermal and professmnal courses in Commerce

Matrieulation and Degree courses,

' g : — ~The. course will require atiendance . on onhe whole day or’ two: hall
Homecrafts, Bakery and Confectionery, Hairdressing, : per week and will comprise —

_ Enghsh } ‘ "
“Economic Hlstory' or Geography"
Commer(:lal Mathematlcs.

French..

Book- keepmg, or Shorthand or Typewn
General C.ommercml Knowledge. ;

Physical Education and Preliminary Com‘ses.

. Copws of the leaﬂets may he obtained at the Co]]ege Ofﬁce or the Education
Office, Councll House, Coventry, .

College Ofﬁce Hours : 8.30 a.m, to 7.30 p.m. on Mondays to Fridays.
' 8.30 am. to 12 noon on Saturdays. -

College Telephone No. : Coventry 5(}32 or 5033,

College Refectory : Lunches daily from 12 to 1.30 pom, _except
s ' Saturdays. oo
Teas da:ly from 5 to 6.20 p.m., except Saturdays.

- S22




PART-TIME DAY CLASSES FOR OFFICE STAFF.

- “Attendance is for any mumber of days on which release is granted.

Class No.

700
701
702

703
704
705
706
- 707
708
709

727

‘Shorthand Revision and Ele-

The programme is as follows :— -

" Subject
Shorthand I

‘Shorthand 1f .

Shorthand Revision and Ele-
mentary Speed .. -
Shorthand Speed 50-60 w.p.m.
Shorthand Speed 60-80 w.p.m.
Shorthand Speed 80-100 w.p.m.
Typewriting IT ‘e ..
Typewriting T
Shorthand I
Shorthand IT .
mentary Speed .. ..
Shorthand Speed 50-60 w.p.m.’
Shorthand Speed 60-80 w.p.in.

- Shorthand Speed 80-100 w.p.m.

General Commercial Know-
“ledge TI .. .. v
Book-keeping 11 S
Typewriting 1 .. .
Typewriting 11 . .
General . Commercial Know-
Cledge IIT ...
Book-keeping IIE - ,
Typewriting II1 .- .
Geéneral Commercial Know-
ledge 1 . )
Book-keeping T
Book-keeping IT er e
General Commercial Know-
ledge 1T ..
Shorthand T ..
Typewriting I
Shorthand 1I .
Typewriting 1

Notes for Smdents —

Time

4.30 to 6.30 p.m,
430 to 6.30 p.m, . H2

4.30¢ to 6;30 p.m.
4.30 o 6,30 p.m.
4.30 16 6.30 p.m.
4,30 to 6:30 p.m.
2.30 to0 4.30 p.m.
4.30 to 6.30 p.m,
4.30 to 6.30 p.m.
4.30 to 6.30 p.m.

4.30 to 6.30 p.:
4.30 to 6.30 p.m.
4.30 to 6.30 p.m.
4.30 t0.6.30 p.m,

1.30 to 2,30 p.m.
© 2.30 to 4,30 p.m.
2,30 to 4.30 pm.
4,30 to 6.30 p.m.

Room

H1

H3 -
Hi
HS
H7
c4
4
H1
H2

H3
~H4
H5

Day
Monday

”

”
e
..
*
EL]

Tues'c!l,ajr

HT

2.30 to 3.30 p.m. -

3.30 1o 5.30 p.m.
4.30 to 6.30 p.m.

1.30 to 2.30 p.m.
- 2.30 to 4.30 p.in,
1.30 to 3.30 p.m.

3.30 10 4.30 p.m.
2.30 to 4.30 p.m.
4,30 to 6.30 p.m,
- -2.30 to 4,30 p.m,

4.30 to 6.30 p.m. €

GENERAL COMMERCIAL COURSE LEADING To
. NATIONAL CERTIFICATE IN COMME

- Cliss and Day-of Atfondaido

.| Taes. | .. | Thurs.

Commerce ; Cominercial Mathe -
maties ; English ; Economie
History or Geography ; Book-

- keeping. S

| 2nd Yr. -
€2

The third year will not operate dllu'-il'lg. 1959—51 'sl_é:'s‘si-;tlrl_lj‘.é.": |
National Cel_'tiﬁcaté c‘axamin'a;tion. fakén at“thé__:end'ouf- t]_ié tlm-d
6tes for Stwdents ;— kN i

(a) Students must qualifyk‘in'eaél.i'yeal: of tii_e,:éo'ur
" to the next stage. The qualifying conditions

the possible attendances, (i) 40 per cent. of the pos ibl

homework and classwork taken separately for each:
40 per cent. of the possible marks in each subject in the
- In the Final Examinations, students must obtai
50 per cent. of the grand total of possiblé marks’
i ar. Of this grand total . the "possible.
“constitute 70 per cent. and-th
per cent. should be the possible marks: for ‘homework
- in the final year. A B
) In order to exercise an option to tike French .o Ger
- must be able ixi the first year to enter a stage IV class
the language must be continued throughout the ‘t}

In all subjects, except tyi:ing, students must provide te}ét})ooké and
stationery. In typing classes the College will supply the "textbooks
Students may take the Summer examinations of the Royal Society of Arts,

For corresponding evening' classes se¢ later in this prospectus.




| NATIONAL ASSOCIATION OF LOCAL GOVERNMENT OFFICERS || - EVENING CLASSES FOR P ROFESSIONAL STUDENT
1 : * PROMOTION EXAMIN | |
|| ' XAMINATION. INSIITUTE OF. BANKERS:

Attendance is on two half days per week (Monday and Wednesday). :

he College is recognised by the Council of tlie Institdte of Ba
i : . Sub_] ects : English. . _ eaching institution entitled to hold e\ammatlons in all suh]eets
I : Statistics _ : : . f the Bank.mg and Trustee D1plon1as._ e

Economics. : _ . . R -
" Eloments of Eng‘_]ish‘Lew. o S . : TIME TABLE T

Central Government, Part T .

o | | Subjects. . Time
Corporation employees are exempt from course fees, but all students Economics . R . 6300 8.30

i : j' HEY 7 must pay the 1/- subscription to the College Union, and provide their own Geography - S .. " 6.30-10 8. 30 p.ou
o ' . stationery and any recommended texthooks. . Book-keeping ... e -+ 6.30t0 8,30 p_.m-':

‘ s . . . Law and Practice relating to Negotlahle L G : :
B - For ¢vening course see later in this prospectus. B - ' Instruments - N o .. 6.30 0 8.30 hurs .
“f;; i o o S o General Principles of Law . .. 630 o 7.30 )
i o K N English .. . .. .. .00k 73010 9.00

Local Government.

_ .. 6.30 .'to 83 P
a1 . . e ‘ ‘ o ' Finance of Foreign Trade ‘and Foreign
e C . : . o o ' ) Exchange .. - _6 30 to 8 30 p.m.'

i ¢ (] gl : S _ _ : o - 730to900pm

it . . . ' .

; ' oL ) o ) : - ‘ Students are advised to make themselves familiar with the “Regiilation
i ; ) L g o the Imstitute’. Copies may be obtained from the Secretar ¥
Bankers, 11, Birchin Lane, E. C 3 !




CHARTERED INSTITUTE - OF SECRETARIES | ' JNSTITUTE OF COST AND WOR-

INTERMEDIATE
(For June, 1951

INTERMEDIATE

Part 1. ‘ Part T _
. . al . .
Subjects : Economies . . .. -+ 6.30 to 8.30 p.m, : P . SR :
* Accountancy A ) 30 to 8.30 p.m, - : . ‘Subjects.: ]Eg'.cmﬁo]r:ni‘ﬁsili- Lot e g gg :g g gg :P il
General Prmclples of English R : ool-koeping . e
Law C . 63010 730pm i : .+ General— S :
7 - . i B -Commercial Knowledge R
Part I, . o o ‘ : ' ‘ : Mathematms S e X
Sub_]ects : Company Law - .. e 30 io 8.30 pm, _ L L ' T '
- Secretarial Practice .+ 630 t0 7.30 pm. : _ Part

Enghsh T e 7 30 to 9.00 p am. i~ Subjects :. Costing’ ,
‘ ' i : Factory Orgamsatlon, etc

CORPORATION - OF CERTIFIED SECRETARIES. . _' . ' h _"FINAL L
' ' (For Ju.ne, 1951}

) INTERMEDIATE ' L ,
. S ' ' Advanced Costing _ X IRRRTRCEE S ) 30 to 3 3 )p.m
Section A. ' ' o : | Thé Law of Master and Servant L _5 30 t0'7 30 p.
Subjects :. Agcountancy R 6.30 te 8. 30 p.m. - Factory Otganisation Eqmpment and
Elements of Enghsh Law. .- 6,30 to 7.30 p m. ' Construction Methods .. . .. = .. 730 to
Economlcs .. .. 6.30 to 8.30 p.m. o Advanced Accounting .. . |, RS '-6'30-@_ .

Section B. L ‘ : :
Subjects : Secretarial Practice . 6,30 to 7.30 p.m.
Company Law .. < 1.30 to 8.30 p.m,
Enghsh . -« 1.30.to 9.00 p.m.




INTERMEDIATE =~ . T -~ INSTITUTE. OF EXPORT."
(On and after June, 1952). ' ' .

Part I.

Industrial Evolution and’ Management, -
Economic Aspects of Industry and Commerce.
Commercial Practice; Office Management ands Business Methods.

The College offers a two-year course for the I._nté.rn;_ediat“
as Tollows :— ‘ : R : T
‘.

: First Year, )

\ i ‘ : Ecomomics ~ .. ., el 6.30 ,tio';.S.'SQ,_‘p.'ﬁ_a‘;_ s
- Book-keeping and Accounts. _ Ilft(;rpretation of Acconmts T .~ 6.30'to 8.30 p-nt.
‘ ' : ' : ' Commerce T .. . S 6.30 to 7.30 po,
Part IL B . ' ; ; Export Practice I . S 7_'.30:_1_:‘9:-8.3(;}_:1.3'.__11.1

Production Methods and Services, . L
Costing, ‘Second Year., R
- . A ' E s .. .. .. .0 630t 8.30-p.m.
Students just beginning their course of study should consult Mr. Wm, - I:::tll;;:lt?tion of Accounts II. /.. 630 to 8.30 pom.
Fairman, Commerce Department. : T . Commercs II .. ISR .. 730 to 8:30.pama.
: EXPOI’t Practic_e II B . S 630 to 7.301)111




INCORPORATED SALES MANAGERS-’I" ASSOCIATION.

QUALIFYING EXAMINATION,

Ecoﬁomics : e . | 6.30 to 8,30 p.m.
Principles of Accounts 6.30 to 8.30 pom:
. Business Statistics

Commercial Law - . 7.30 to 8.30 p.m.

6.30 to 7.30 pam,-

e

’Tuesday :
Wedneéday,‘ '.
: Tilursday

Thursday

NATIONAL - ASSOCIATION OF LOCAL GOVERNM

C PROMOTION EXAMINATION,
e 630 t0 830 pam;
. B30 8.30.p.m

6.30 10 7.30"p.m.

Central and- Local _Govemmanf h
Economics .
Stétistics . e
Elements of English Law
English ... .. .




OFFICE' MANAGEMENT ASSOCIATION. S

PURCHASING ' OFFICERS® ASSOCIATION, : o T Lo s :
o g ' _ . “For students wishing to qualify for membership of the Institute of Transp
The Commdn Intermediate. Certificate in Management exempts students Candidates fo;_the Graduateship must'l:ml r.eg.is.tered" st qdehts
from the Intermediate Examination of the ahove Asso_ciations_. Co ’ ' e S

Intending students Vshoul.d 'consﬁlt Mr. Wm. 'Fairman, Commerﬁé Dept. | o M ',I‘ABLE' - L

: ' . : ' ' Subjects, . .. Tine,",
General Economics .. .. 6.30t0 8.30p.
Elements of Transport = I SR
Elements of Statistics

. Economic Geography .. -~ .. .. 630 10.8.30 pumn:
English S e e o 730010 9,00 pan;
Law of Inland Transport = .. . 6,30 t0‘7,.3'Qt.p'_.‘m..‘

All students entering for the" examinaiéioﬁ for theﬁrst titne-
May, 1952, should note that English will be transferved to Pait
General Economics to Part IL.* eI e

.‘Courses on Road ,T:ranspor.l: Vivork.i:ng to the Royal Socﬁieiiy of .

“B” for the Road Transport Diploma will be arranged if 1
demand. - e R




- PRELIMINARY EXAMINATION IN ECONOMICS. i " MANAGEMENT STUBIES

A part-time ovening course for the above examination of the Uﬁive(rsity .-
of London for students havin | i i ot ifi- 1 ¢ : . din
! ing London matriculation or exempting qualifi. A series of weekly lectures dnd discussions 'arrang.éd'i_li“ conjunctio

cations. For detai : Nao : : 1
a or etEillS see Leaflet No. 8, . . - the Factory Department of the Ministry of Labour ‘and Nations
' and The Institute of Personnel Management, - - :

(a) Personnel Management.

Full details availablé on afplicati_cin t.jo' the College
* (b) Courses in Foremanship;

For full details see Leaflet No. 2 of the Prospectus and s'pel'
obtainable at the College Office. LT

INTENSIVE, SHORTHAND COURSE FOR BE

Attendance is on two evenings a w:eek__(-'-'l‘ue'éd_ay-dﬁ&_
6.30 to 8.30. Class No. 740~ ~ = ST

The textbook used is Pitman’s Mdﬂeri; rCOﬁrse,i'-tc;g'éié}igi-"w;th he approp
Exercise and Drill Notebooks, RN :

[




Class Nol.

739
740

741

742

728
729

785
730
731
732

766
751

761,

756
771
760
112

- 738

562

753

154

745
746

750,

749
- 768
719
770
752

Subject, -

-Shorthand I (Theory) . ..
Shorthahd_ I (Intensive Course) .

Shorthand 1I (Theoi'y)

Sherthand (Revision and Ele.r;l_ental.'}.f

Speed) ..

Sherthand Spéed (5.9:60 wpm)
Shorthand Speed (60-80 W)

Shorthand Speed (60-80 w.p.m.) ..
Shorthand Speed (80-100 W.p.m. )

‘Shorthand Speed {100-120 w.p.m.)

Typewriting I
Typewriting I+ . -
Typewriting I1. - .,
Typewriting [II-
Book-keeping I ..
Book-keeping T -
Book-keeping IT

Book-keeping IIT

Commerce .,

Commercial Mathex.n._atics‘. ’
Company Law :

Costing .

Economics .., .

Economic Geography

Economic History

English :

General C'oﬁlm‘e:rcia_l‘ Knowledge
Income Tax -, |
Mercantile Law

Secretarial Practiqe'

Time.
6.30 to 8.30

. 630 t0 8.30
6.30 to 8.30

6.30 to 8.30
6.30 to 8.30
6.30 to 8.30

«» 6,30 to 8.30.
o 6:30 to 8.30,

6.30 to 8.30
6.30-10 8.30
6.30 to 8.30

6.30 to 8.30°

6.30 to 8.30
6.30 to 8.30
6.30 to 8.30
6.30-t0 8.30
6:30 to 8,30

.. 630 10 7.30
.+ 7.30 to 8.30

7.30 to 8.30
6.30 to 8.30

6.30 10 8.30
6.30 to 8.30
7.30 to 8.30

6.30 to 7.30
.. 6.30 to 7.30
6,30 to 7.30
7,30 to0 830
. 6.30 to 7.30

EVENING CLASSES. FOK OFFICE . STAFFS,

Day.

- Tuesday

Tuesday
and Thurs
Tuesday

Tuesday
Monday
Monday
Thursday

" Monday " -

Monday
Monday‘
Thursday
Tuesday

-Wednesday-
Wednesda g

riday

Wednesda :

Friday - :

Monday
Monday
Tuesday
Tuesday

Tuesday
Tuesday
Tuesday
Tuesday

Tuesday

“EVENING CLASSES FOR TEACHERS -OF COMMERCIAL SUBJECTS

" Shorthand

-

Courses ' of lectures on the fhebry of teaching‘. the fbl]owing'-sﬁhj:eété_,_'

. Demonstration lessons and opportunities, for teaching practice will -'bp g

promine_nt foatures of -'eagh course, "'_
- 6.30 to 8.30 Thursday

A speed of 80 'W.ﬁ).m.'-is .ﬁecess}ar'y before emr‘jf'. R LT
The qualification prepargd for is ‘R.S.A. Shorthand- Teacher’s
Diploma, . . s . T
Typewriting, , . 630 1o 8.30 Friday
Students must be touch typists and should ];01& a Typewrit’i_ng :
qualification suck as R.S.A. Stage IT or ITI. RCET LLE
 Students may take either the Pitinan’s'Typew;iting Diploma ox-
that of the Faculty of Teachers in-Commerce._ S
The qualification prepared for is R:5.A. Typewriting. Tedchers”
Diploma, . . . J




L Busmess Practlce, ete.:”
Eletients of Book-kgepmg
I :Technology—(]ommodny R L Wed
L _Sc1ence of Meat 7 30 to 8 307; We

" "Second Yéarf_:’ : Busmess Practlce, oo, 6 30 o, 7 30 .
e Ml -Elements of- Book-keep;ng o 30 to.8. 30 Mon
: _.iTechnology_Commodlty " 7 30 to 8 30 Wed
L Smence ef Meat ti

' Third'Year::" A second year.

2 A semes of s1xteen weekly lectures, underi. _
“Meat; Industry” for- Master” Butchers and thios
managerlal pOSlthIl it the mdustry :

> _V,Lecturer Cecll Ash ’FSIA MRSanI



