


Entrance requirements and general

information about the

International College

General Information

INTERNATIONAL COLLEGE, founded in
1889, is now in its 74 th year and is recognized
as one of the leading schools of Commerce in
America. ITS STUDENT BODY IS LIMITED
TO HIGH SCHOOL GRADUATES. Many are
veterans, attending under the school’s contract
with the Veterans Administration. A number are
in training under a State Vocational Rehabilita-
tion program. In the present school year former
students of more than 30 other colleges are in
attendance.

In the business subjects and skills, the student has
standard college training even to the identical
texts used by other colleges and university com-
merce schools.

Tens of thousands of International alumni are
using their training in careers as secretaries, pri-
vate or public accountants, salesmen or sales
managers, civil service employees, bankers, busi-
ness consultants, court reporters, employment
managers, and purchasing agents. Many have
reached top executive positions in business and
others have established firms of their own.

Entrance Requirements

For years International has limited its enrollment
strictly to high school graduates. It is one of the
few business colleges in America with such a
restriction and every International student knows
he or she is studying college courses without the
classes being handicapped by students of insuffi-
cient previous training.

In addition to a transcript of high school credits,
International requires three references from each
applicant to assure a quality student body. NO
PREVIOUS BUSINESS TRAINING IS NECES-
SARY. Graduates of high school commercial de-
partments or those with university business train-

courses offered at

ing may secure advanced standing by passing
elimination tests with consequent savings of time
and investment.

Courses of Study

Programs of training at International are given in
either or both of the two schools of the college,
Accounting and Business Administration or Sec-
retarial Science. Programs are scheduled for
eighteen months to two years. The Private Secre-
tarial Course is of twelve months duration.

International is empowered in its charter from
the State of Indiana to confer degrees. The degree
of Associate Bachelor of Science in Commerce is
awarded to successful graduates of the Profes-
sional Accounting, Executive Secretarial, Busi-
ness Administration, and Business Administration
and Finance courses. Graduates of General Busi-
ness or Private Secretarial Courses receive a
diploma certifying their graduation,

Standards and Accreditation

International College is Accredited by The Ac-
crediting Commission for Business Schools. For
over 25 years International was a member of the
National Association of Accredited Commercial
Schools and was a charter member of the National
Council of Business Schools. These two organiza-
tions merged in 1950 into the National Associa-
tion and Council of Business Schools. Credits and
graduation from International are recognized by
all member colleges in this national association.

The high standards maintained by this national
organization have been recognized by the Vet-
erans Administration, employers, and both state
and national departments of education. Young
men and women electing to take business training
at International can be confident that their course
of study will meet nationally-recognized require-
ments.
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Private Secretarial

Four Quarters—12 Months Scheduled for Completion
90 Term Hours Credit

The Private Secretarial Course is primarily designed for students desiring to specialize in secretarial
work. The course presents the skills and information and requires the standards of performance needed
for successful secretarial employment. Every year scores of executives, many of them International
alumni, select International graduates for secretarial positions.
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The General Business Course is thorough and the studies pursued are designed to prepare students in
both the financial and secretarial phases of business. The goal of this course is training in business
fundamentals rather than specialization in any specific field.
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Acctg. 20
English 201
Law 302
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TERM |

Proprietorship and
Partnership

Business Writing
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Law
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Executive Secretarial

Six Quarters—18 Months Scheduled for Completion
119 Term Hours Credit

In presenting the Executive Secretarial Course, International feels it is offering one of the finest pro-
grams of secretarial training available in America. Many of the graduates of this program have reached
inspiring positions in the business world.

The important distinction between this 119 term hour course and the 90 hour private secretarial course
lies in the initial two quarters spent in the School of Accounting and Finance. The great strength of the
training in this program is in the comprehensive survey of business organization and technique made as
a background to the later study of Secretarial Science.

The program is the most balanced, flexible training available for young people planning on a secretarial
career. Whether a position is solely secretarial, or the employment should call for basic abilities in
accounting or familiarity with the financial or organizational aspects of business, an Executive Secre-
tarial graduate is prepared. Graduates of this course are awarded an associate BSC Degree.

TERM | Credit
aQ 1/ Proprietorship and Partnership 5
B — l/Be/Lg anship 101 Business Writing 5
A - nglish 201 Word Study and Vocabulary Building 5
C - aw 301 Fundamentals of Business Law 2
Q" 501 Fundamentals of Business Mathematics 5
TERM 11
Acctg. 20 Corporation Accounting 5
e~ Eniglish 202 Vocabulary Study and Grammar Review 5
73~ ,LaW’ 302 Negotiabli: Instruments, Corporation and Sales 2
Math 502 Taxes, Insurance, Ratios, and Securities 5
TERM Il
42— | Pyping 1001 TypingI 5
4 — Lstitnd. 901 Shorthand I 5
6 | English 203 Business Letter Writing 5
4 _ JOff. Prac. 601 Filing 5
TERM IV
4 L Ayping 1002 Typing II 5
y tnd. 902 Shorthand II 5
/i Joff. Prac. 602 Secretarial Studies I 5
AZ LOff. Prac. 604 Business Machines 5
TERM V
Shtnd. 903 Intermediate Dictation 5
. ing 1003 Typing I1I 5
15 Mf Prac. 605 IBM Key Punch and Sorter 5
Off Prac. 603 Secretarial Studies I1 5
TERM VI
Shtnd 904 Specialized Dictation 5
ﬁ ing 1004 Typing IV 5
VPs/yEch 702 Personality Development 5
Psych. 703 Personal Finance 5
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Tuition and Fees

QUARTERLY PLAN—A quarterly plan of tuition payments is available for all courses. Minimum
registration is for two quarters—two 12-week terms. On this plan the first two quarters tuition is paid

at $100.00 with application and $280.00 at entrance. After the first six months in school, tuition pay-
ments are $190.00 in advance of attendance. §

Installment Plan—
$100 with Application
$190 at entrance, and

Scheduled Time Cash in Full Balance at $45 per

NAME OF COURSE For Completion With Application month

Private Secretarial 12 Months $ 620.00 $ 670.00
General Business 15 Months 760.00 820.00
Executive Secretarial 18 Months 980.00 1055.00
Professional Accounting 18 Months 980.00 1055.00
Business Administration 18 Months 980.00 1055.00
Business Administration and Finance 24 Months 1180.00 1270.00

Principles of Automated Data Processing IBM I, $40 payable in advance.
Principles of Automated Data Processing IBM II, $40 payable in advance.

IBM Key Punch (024 and 026 Printing Card Punch) and IBM 082 Sorter (offered in Executive Secre-
tarial and Private Secretarial Courses), $40 payable in advance.

Books, activities fee, rental of cap and gown, extra.

Student enrolled on either the Cash or Installment Plan, who as a result of previous training may omit
part of the studies, by elimination tests, may not require as long to complete the program. For those
who can thus qualify for graduation in less time, prepaid tuition will be refunded at the rate of $45.00
for each month saved. Students requiring more than scheduled time will pay $45.00 for each extra
month required to complete graduation requirements.
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School Years and Hours

The college is in session throughout the calendar year except for a two-week vacation period in late
Summer and another during the Christmas-New Year season. We also observe Labor Day, Thanksgiving,
Good Friday, Memorial Day, and Independence Day. There are four Quarters of 12 weeks each during
the year and new students may begin their studies in September, December, March or June.

Classes are held daily, Monday through Friday, and the college office is open from 8:00 a.m. to
5:00 p.m. those days.

COLLEGE CALENDAR

1962
JANUALY 8. ooeiote et iteneenetinressustsnusassesnassnsssnnssadssnstsntinns Return from Vacation
ISR 1| BecocomsoscoommosasassstacnsomoanoncaonasosnadBaaiaaaieaonaosaaoaTas Graduation
IV O 0 O st oo o i S T oo Spring Quarter Begins
/IS IALS oo oo oo e O e O PO O SR R0 Good Friday
1Y 687 S0 oncoacmirmdtnnes e O B R o oS S on0a0r Memorial Day
TG T soscosonsommoncssassmsnoasodindbingbonntBosuon0000aommansaa0RasadnosoRs Graduation
I L s e o hsme s e sl s sl oo e Summer Quarter Begins
et e o s sk s Rt d e Independence Day
AUGUSE 30%.ciieiieeiniienneisunonnnessasaossansssnnessstsssssssssnssenss Graduation
AucustSiRtolScptemberBlGN EERITITRL. .. .. SRS Summer Vacation
SIEUIETTTIOEIT 117/ serossionatnnisdonstonmions omoasa e R R0 Fall Quarter Begins
IN(OVETLIOE? 220 sronmonmacossdmeb o o e R 00sGE000aEE Thanksgiving Vacation Begins
IO 28k commsoasostannaaanaasaoeaesssao ot e B Fsonos Adaio0000: Return from Vacation
IDBEEIIET Drasesnmosostoosaommmasnatiionioso s e bis 3ao000000000] Graduation
IDEEETTEET 0ksasmmsasastososaascomoaassmiomos oo SO S acooaaaasss Winter Quarter Begins
| DT 2 oo oo o A O O O Christmas Vacation Begins
dJpranging 7k NOX68) aicaananmoaooamantanaiasitino oo e SOt Return from Vacation
1963
A ATyl 8 s b tiestos s s S s o m s smsie st Return from Vacation
IV BTN 1AL ool saseoscovoooosonnnnool om0 Ram i B aaaD A D B onT S aaaa RS Graduation
VAT MMM, . e vt s ontoe sl e Sttt st e S Spring Quarter Begins
/NI 1| 2 soncomeoianapiatos ot o D ORI Ge e Good Friday
N7 S 0hocsmmernassonremcasaabamo AR e s aOH0n I OB00a Memorial Day
Y U CR 6 WA T e Bl SN U . o v S S Graduation
576 10 ssemooacomum il tomin oo oot OO ... coc0: Summer Quarter Begins
VIR Ao onopammerprommetsosssassibamsaoson e oAb Independence Day
A 1S e sl st ks smiee s Sowea sSam e st Graduation
August 30 to September 15.........ccccoiviiiiiiiiiii Summer Vacation
SElieizloET [ Eospseocommsosemmonpapennrammomsm iRt 030500030000 Fall Quarter Begins
INOVETILIEIT 2 s tmnetomomi o0 bembnaoanaoaaoa oA I 0 Thanksgiving Vacation Begins
| DIESETIEEIT 2o maonmmmatonioiiotsomaeie e e o0 A0o000000 Return from Vacation
[DECCIIID C I R IR e oo Graduation
Decemberi0 ML I TR .« vt S Winter Quarter Begins
I TNy 2 e e s om e et ol Sk = HE SR o e e s Mo Christmas Vacation Begins
JanuanyO MO GA IS I oot sneeat s s s st R e Return from Vacation
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1962-63 our seventy-fourth year



