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ANTELOPE VALLEY COLLEGE

DATE: December 13, 2010

TO: Maria Clinton, Co-chair, AP&P
Sharon Lowry, Co-chair, AP&P

FROM: Bonnie Curry, Assistant Director, Health Sciences

SUBJECT: Increase in Instructional Materials Fees

The instructional materials fee for the classes listed in this memo must be increased to cover the full
cost of the achievement exams given in each class. There was an increase in the cost of the exams. The
materials fee meets the four criteria in the following manners:

a.  The achievement exams are owned by the student and controlled by the individual student.

b. The achievement exams are measures of student success in the courses; thercfore, they are
required to achieve the objectives of the courses.

c.  The achievement exams are proprietary materials not available from the district.

d.  The achievement exams generate performance reports that supply students with valuable
information about their strengths and weaknesses in achieving the objectives of the courses.

Classes affected by the increase in the cost of the achievement exams:

Course Course Name Old IMF IMF as of
Number 27712011
NS 231 Pediatric/Community Health Nursing $24.00 $26.40

Antelope Valley College... Imagine the Possibilities



ANTELOPE VALLEY COLLEGE
Academic Affairs Office

MATERIALS FEE

As permitted in Title 5, $59400-59410 and EdCode S76365, the Antelope Valley Community College
district has determined that it is appropriate to require students to provide certain instructional and other
materials for credit or noncredit courses when such materials are of continuing value to the student outside
of the classroom setting, including, but not limited to textbooks, tools, equipment, clothing and materials
necessary for vocational training and employment.

Establishment of Materials Fee:

L US43/ B Lo ot

Course Number Course Title (e.g., Drawing) Units
{e.g., At 3ABR?2)

2. Description of materials for which this fee is being assessed:

HESI Aoprg e Fu@ﬁ/ﬁuﬁjﬁ’f LA Lipn

3. Materials Fee per student to be charged: $ =44 . %g'

4. Please confirm that the proposed materials fee meets all criteria below by checking each box*:

X| @) materials will be tangible personal property owned or ptimarily controlled by the
indjvidual student,

[£] b) materials shall be procured or possessed as a condition of registration, enrollment or
entry into a class and necessary to achieve the required objectives of a course,

[« ©) materials will not be solely or exclusively available from the district, and

d) materials may be taken from the classroom setting and are not wholly consumed, used
up, or rendered valueless as they are applied in achieving the required objectives of the
course,

2 ) )
Approval: __ L Vriateg V/f ual/ R ?//Méénwm!f% Z
Dean

Faculty Date  AP&P Date

*Please attach a rationale for any of the four criterion above if there is any doubt as to whether that criterion is met,
Refer to the AVC Material Fees Policy and Procedures and the Chancellor's Office guidelines on Instructional and Other
Required Materials in the AP&P Resource Book for help in determining materials eligibile for student reimbursement.
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ANTELOPE VALLEY COLLEGE

DATE: December 13, 2010

TO: Maria Clinton, Co-chair, AP&P
Sharon Lowry, Co-chair, AP&P

FROM: Bonnie Curry, Assistant Director, Health Sciences

SUBJECT: Increase in Instructional Materials Fees

The instructional materials fee for the classes listed in this memo must be increased to cover the full
cost of the achievement exams given in each class. There was an increase in the cost of the exams. The
materials fee meets the four criteria in the following manners:

a.  The achievement exams are owned by the student and controlled by the individual student,

b.  The achievement exams are measures of student success in the courses; therefore, they are
required to achieve the objectives of the courses.

c. The achievement cxams are proprietary materials not available from the district.

d.  The achievement exams generate performance reports that supply students with valuable
information about their strengths and weaknesses in achieving the objectives of the courses.

Classes affected by the increase in the cost of the achievement exams:

Course Course Name Old IMF IMF as of
Number 2/7/2011
NS 232 Psychiatric/Geriatric/Community Health Nursing $24.00 $26.40

Antelope Valley College... Imagine the Possibilities




ANTELOPE VALLEY COLLEGE
Academic Affairs QOffice

MATERIALS FEE

As permitted in Title 5, $59400-59410 and EdCode 876365, the Antelope Valley Community College
district has determined that it is appropriate to require students to provide certain instructional and other
materials for credit or noncredit courses when such materials are of continuing value to the student outside
of the classroom setting, including, but not limited to textbooks, tools, equipment, clothing and materials
necessary for vocational training and employrment.

Establishment of Materials Fee:
1. U5 A32

Course Number
(e.g., Art 3ABR2)

Units

2, Description of materials for which this fee is being assessed:

HES! A rbioverwes Cecalopmit £ Charm

. o
3. Materials Fee per student to be charged: $ He. o

4. Please confirm that the proposed materials fee meets all criteria below by checking each box*;

K] =2 materials will be tangible personal property owned or primarily controiled by the
individual student,

<] ) materials shall be procured or possessed as a condition of registration, enrollment or
entry into a class and necessary to achieve the required objectives of a course,

$] c¢) materials will not be solely or exclusively available from the district, and

@ d) materjals may be taken from the classroom setting and are not wholly consumed, used
up, or rendered valueless as they are applied in achieving the required objectives of the

course,
Approval: Jg’fﬂ//ﬂﬁ "vﬁmx/ Honen (W (ot Sty Ahlurmmon “Ho/y
Faculty Dean Date  AP&P Date

*Please attach a rationale for any of the four criterion above if there is any doubt as to whether that criterion is met,
Refer to the AVC Material Fees Policy and Procedures and the Chancellor's Office guidelines on Instructional and Other
Required Materials in the AP&P Resource Book for help in determining materials eligibile for student reimbursement.
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ANTELOPE VALLEY COLLEGE

DATE: December 13, 2010

TO: Marna Clinton, Co-chair, AP&P
Sharon Lowry, Co-chair, AP&P

FROM: Bomnie Curry, Assistant Director, Health Sciences

SUBJECT: Increase in Instructional Materials Fees

The instructional materials fee for the classes listed in this memo must be increased to cover the full
cost of the achievement exams given in each class. There was an increase in the cost of the exams. The
materials fee meets the four criteria in the following manners:

a.  The achievement exams are owned by the student and controlled by the individual student.

b. The achievement exams are measures of student success in the courses; therefore, they are
required to achieve the objectives of the courses.

c. The achievement exams are proprietary materials not available from the district.

d.  The achieverment exams generate performance reports that supply students with valuable
information about their strengths and weaknesses in achieving the objectives of the courses.

Classes affected by the increase in the cost of the achievement exams:

Course Course Name : Old IMF IMF as of
Number 2/7/2011
NS 241 Medical/Surgical Nursing IT $41.00 $45.10

Antelope Valley College...Imagine the Possibilities




ANTELOPE VALLEY COLLEGE
Academic Affairs Office

MATERIALS FEE

As permitted in Title 5, $59400-59410 and EdCode $76365, the Antelope Valley Community College
district has determined that it is appropriate to require students to provide certain Instructional and other
materials for credit or noncredit courses when such materials are of continuing value to the student outside
of the classroom setting, including, but not limited to textbooks, tools, equipment, clothing and materials
necessary for vocational training and employment.

Establishment of Materials Fee:

1. NS 24/ Vel ca/’/gﬁmm //]MM L
Course Number Course Title (e.g., VDrﬁing) v Units
(e.g., Art 3ABR2)

2. Description of materials for which this fee is being assessed:

HESI  Lrhwnsmed WM

' %522
3. Materials Fee per student to be charged: $ XX

4. Please confirm that the proposed materials fee meets all criteria below by checking each box*:

] @) materials will be tangible personal property owned or primarily controlled by the
' individual student,

& b) materials shall be procured or possessed as a condition of registration, enrollment or
entry into a class and necessary to achieve the required objectives of a course,

FJ <) materials will not be solely or exclusively available from the district, and

§4 d) materials may be taken from the classroom setting and are not wholly consumed, used
up, or rendered valueless as they are applied in achieving the required objectives of the

course.
Approval: &/70@(0 (I;M@// f{a/L,L\-\, W Cowit 25t/ 1y MM’M%—/#WH
Faculty Dean Date AP&P Date

*Please attach a rationale for any of the four criterion above if there is any doubt as to whether that criterion is met.
Refer to the AVC Material Fees Policy and Procedures and the Chancellor's Office guidelines on Instructional and Other
Required Materials in the AP&P Resource Book for help in determining materials eligibile for student reimbursement.

7/98 nc



SE

ANTELOPE VALLEY COLLEGE

Academic Affairs Office

COMMUNITY SERVICE OFFERING

Course No. OLBS.1011-003

Course Title:

Instructor (print): Becky and Tony Swaim

J_Oto laundh Z V/_ﬂ/}/

-Administrative Assistant Applications - online

Division Faculty Review

OT

AP&P Approval:
Date:

AP&P Denial:
Date:
Reason:

RECEIVED
MAY 1 4 2010

BY: 1V e
P 7

AP&P/Community Services Form: 09-10 1{2-11-09

Faculty Review Signgtjre Discipline

Approved Z Denied Reason

I / gy

/W%@MWLM 20010000 /0
Faculty Eview Signature Discipline Dat

" Approved é Denied Reason

Faculty Review Signature Discipline Date
Approved Denied Reason

Faculty Review Signature Discipline Date
Approved Denied Reason

! o ; .

%M _ 05725

AP&P Repyésentative Signature Date

Approved Denied Reason )

@w/f 5iz10

Wsion Dean Signature Date

Approved ¥ Denied Reason
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ANTELOPE VALLEY COLLEGE

Academic Affairs Office
COMMUNITY SERVICE OFFERING

NUMBER: OLBS.1011-003

TITLE: Administrative Assistant Applications

INSTRUCTOR: Becky and Tony Swaim

HOURS: 24 hrs, ENROLLMENT FEE: $95
MATERIALS/SUPPLIES FEE:  Nong ENROLLMENT EXPECTED: 1025

DESCRIPTION OF OFFERING: This course helps students discover how economics, accounting, business law,
organizational behavior, and management affect administrative assistant
responsibilities and activities. The students will determine how economic
forecasting and the world economy affect an enterprise as well as understand the
bhasics of accounting including the general ledger, the accounting equation, key
accounting terms, and the types of accounting. Participants will also learn how
balance sheets, income staternents, cash flow management, and financial
controls help keep your organization moving in a positive direction. Students
will gain an understanding of the fundamentals of business law, contracts, and
the principal-agency relationship; discover the forms of business organization
and learn about ethics and organizational politics; and understand the basics of
international business. This course may help students prepare for the
internationally-recognized Certified Professional Secretary® (CPS®) and the
Certified Administrative Professional® (CAP®) exam offered by the
International Association of Administrative Professionals® (IAAP®),

INSTRUCTOR BIOGRAPHY:  Becky and Tony Swaim have helped thousands of clients, colleagues, and
students reach organizational and personal goals. Working in the medical,
manufacturing, and education fields, the Swaims manage a successful consulting
firm in Southern California. Starting her career as a medical adminisirative
assistant, Becky provides assistance as a program manager to various medical
practices and has managed a large staff in the medical reimbursement field.
Becky earned a Bachelor of Arts degree in Speech Communication from
California State University, Long Beach. Tony Swaim has been an
accomplished online instructor since 1998. His industry experience includes
twenty years of medical device manufacturing management. Tony's consulting
areas are project management, customer service, total quality and supply chain
management, He earned an MBA from California State University, Long Beach,
and holds professional certifications in five disciplines.

SPECIAL NEEDS: N/A

Facilities:

Audio/Video:

Other:

Need software installed:

ITS notified:
Date Signature

ONLINE CLASS: Education To Go will host the course on Education To Go’s website through a portal

accessed through www.ave.edw/academics/ccs. C&CS’s online account will be
established by Education To Go and reviewed by C&CS for final approval. An Online

Community Services Offering Outline 12-11-2009



Instruction Center, Online Administration Center, and Classroom will be created for
C&CS’s account.

How offered?  Independent study

Online instructor X
Asynchronous Only X .
Synchronous Only
Synchronous and Asynchronous X
Number of required sessions 12

Hybnd N/A
Number of required sessions online vs. face-to-face

Portal used, web address listed: www.avc.edu/academics/ccsm
Enrollment: Start dates Once a Month Open ¥ N

Community Services Offering Outline 12-11-2009



Online Instruction Center

Page 1 of 5

24 ks

OLES A\l 00D

Home | Courses | Orientation | Classroom | Help | Contact | AboutUs | News | Demo

Courses > Business Administration >

Discover how economics, accounting, business law, organizational
behavior, and management affect administrative assistant
respensibilities and activities. Determine how economic forecasting
and the worid economy affect an enterprise; understand the basics of
accounting including the general ledger, the accounting equation, key
accounting terms, and the types of accounting; and learn how 3
balance sheets, income statements, cash flow management, and financial controls help
keep your organization moving in a positive direction.

Understand the fundamentals of business law, contracts, and the principal-agency
relationship; discover the forms of business organization and learn about ethics and
organizational politics; and understand the basics of international business. Find out how
you can suceessfully plan and exercise control, discover how problem salving and decision
making can increase your efficiency and effectiveness, and explare various organizing
principles. See the difference between motivation and leadership, discover how to increase
creativity, find out how marketing differs from sales, and learn of the finer points of
operations management. Understand why effective change management is so vital, and
determine how to recruit, evaluate, select, and train team members.

This course may help you prepare for the internationally-recognized Certified Professional
Secretary® (CPS®) and the Certified Administrative Professional® (CAP®) exam offered
by the International Association of Administrative Professionals® (IAAP®).

Note: This course is not affiliated with, nor has it been endorsed by, the International
Association of Administrative Professionals® (IAAPE).

This course includes a knowledgeable and caring instructor who will guide you
through your lessons, facilitate discussions, and answer your questions. The
instructor for this course wilf be Becky and Tony Swaim.

- Becky and Tony Swaim have helped thousands of clients, colleagues,
.;and students reach organizational and personal goals. Working in the

.- medical, manufacturing and education fields, the Swaims manage a

- successful consulting firm in southern California. Starting her career as
- a medical administrative assistant, Becky provides assistance as a
program manager to various medical practices and has managed a
large staff in the medical reimbursement field. Becky earned a
Bachelor's of Arts degree in Speech Communication from California
State University, lLong Beach. Tony Swaim has been an accomplished online instructor
since 1998, His industry experience includes twenty years of medical device manufacturing
management. Tony's consulting areas are project management, customer service, total
quality and supply chain management. He earned an MBA from California State University,
Long Beach and holds professional certifications in five disciplines.

To purchase this course, click the Enroll Now button below:

http://fwww.ed2go.com/cgi-bin/oic3/newcrsdes.cgi?name=vip&course=aaa&title=Adminis...

o o9 ¢
f {
o '
| FAQ
Search for Cc

Instructor

11/4/2009



Online Instruction Center Page 2 of 5

+

Requirements:

Completion of Becky and Tony Swaim's Administrative Assistant Fundamentals course (or
equivatent experience). Internet access, e-mail, and the Microsoft Internet Explorer or
Mozilla Firefox Web browser.

Syllabus:

All courses run for six weeks, with a two-week grace period at the end. Two lessons are
released each week for the six-week duration of the course. You do not have to be present
when the lesson is released, but you must complete each lesson within two weeks of its
release.

A new section of each course starts on the second or third Wednesday of each month. If
enrolling in a series of fwo or more courses, please be sure to space the start date for each
course at least two months apart.

Week One
Wednesday - Lesson 01

Since many organizations are going global, you can increase your value by knowing
what's taking place in the world economy. In our opening lesson, we'll define the phrase
“world ecanomy" and then present the concepts of business cycles and economic growth.
You'll learn the differences between gross domestic product (GDP) and gross national
product (GNP) and macro and microeconomics. At the end of the lesson, you'll discover
the importance of economies of scale and the experience curve, and you'll see how
econometric forecasting helps you determine the future.

Friday - Lesson 02

In this lesson and the one that follows, we'll emphasize accounting and financial concepts
and fundamentals to help you increase your readiness o use financial information. You'll
gain a strong foundation by learning about the general ledger, by seeing the difference
between accounting and bookkeeping, and by investigating the different types of
accounting. We'll demystify debits and credits and present the accounting equation as a
cornerstone of all modern accounting systems.

Week Two
Wednesday - Lesson 03

Now that you've absorbed the basics of accounting, it's time to learn how to apply financial
information. We'll start off by reviewing two vital financial statements that you will find at
nearly every organization—the balance sheet and the income statement. Next, you'll find
out how to account for inventories and then discover the significance of cash flow. By the
end of the lesson, you'll clearly understand how sound cash management helps
companies stay on the right path.

Friday - Lesson 04

Administrative assistants need to know the basics of business law. While we don't expect
any of you to become lawyers, we do want to make sure you have a good grasp of key
legal concepts, such as the principal-agency relaticnship and the basics of contracts. We'll
start things off by looking at the idea of law, going through an overview of the legal

http://www.ed2go.com/cgi-bin/oic3/newcrsdes.cgi?name=vip&course=aaa&title=Adminis... 11/4/2009



Online Instruction Center
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http:/f'www.ed2go.com/cgi-bin/oic3/newcrsdes.cgi?name=vip&course=aaa&title=Adminis...

system, and discussing the essence of commercial law. We'll tackle the essentials of
contracts, such as the elements and the various types, and finish up by discussing Article
2 of the Uniform Commercial Code.

Week Three
Wednesday - Lesson 05

In today's lesson, we'll examine the four most popular organizational forms: sole
proprietorship, general partnership, limited partnership, and corparation. You'll learn all
about organizational politics, and see that wherever people work together, you'll find
politics. We'll also touch on business ethics, a critical concept that has received much
attention in recent years,

Friday - Lesson 06

Firms are pursuing international business at rapid rates. After you complete today's
lesson, you'll know where to look to help your company meet their international business
objectives. We'll explore the origins, characteristics, and definition of international
business. You'll learn of the various ways fo get started with international operations,
including exporting and joint ventures. We'll conclude by exploring how international
business varies by key area, including economic, political, legal, culture, technology, and
demographic considerations.

Week Four
Wednesday - Lesson 07

Life is filled with opportunities, problems, and choices. When you effectively plan and
control your activities, and also make timely decisions and solve problems, you become a
valued asset. We'll look at the ins and outs of planning because just about everything you
do begins with a plan. We'll help you learn about the counterpart of planning: control. By
the time you finish Lesson 7, you'll know all about problem solving and be able to apply a
model of decision making.

Friday - Lesson 03

Organizing is a critical topic that many companies struggle with. In this lesson, you'll
discover how resources are organized so employees can productively perform job duties
and complste tasks. We'll begin by studying the purpose of organization and examining
several coordinating principles, including authaority, power, and span of control. You'll learn
the purpose of the staffing function and how to evaluate such key elements as recruitment,
selection, appraisal, and development. We'll conclude this lesson by looking at six different
forms of organizational charts.

Week Five

Wednesday - Lesson 09

It's often said that motivation and leadership are two sides of the same coin. It's difficult to
have one and not the other. Today, we'll begin by defining motivation and exploring four
theories of motivation, and then we'll move into leadership. You'll learn about the different
types of leadership and discover the difference between delegation and empowerment.
We'll also examine creativity and help you see how you can increase your creativity levels.

Friday - L.esson 10

We find that most people believe marketing is either advertising or selling. Cur primary
objective in today's lesson is to make sure that you clearly understand the distinction
between marketing, advertising, and sales. You'll discover what it means to be consumer
oriented. Also, you'll learn how to apply the four Ps (product, place, price, promotion) and
see how these variables work together to form marketing strategies.

Week Six
Wednesday - Lesson 11

Page3 of 5
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Online Instruction Center
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http://www.ed2go.com/cgi-bin/oic3/newcrsdes.cgi?name=vip&course=aaa&title=Adminis...

Operations management is one of the unheralded activities at a company. The folks that
work in this area don't receive much credit and don't lead a glamorous life. They're the
behind-the-scenes people that keep the ball rolling so that customers are happy and the
company makes profits. Today, we'll explore the diverse nature of operations
management and see how selecting, designing, operating, controlling, and updating play
an important role in all operating systems. We'll explore such key cancepts as forecasting,
capacity, and make-or-buy analysis, as well as discussing their importance.

Friday - Lesson 12

In our final lesson, we'll discuss why change is so important, review why people are
reluctant to change, and explore strategies that can help you overcome resistance to
change. We'll help you establish a winning team and lead you through the stages of
recruiting, evaluating, and selecting team members. We'll explore the concepts of a core
team, extended team, and the overly important team. We'll finish up by discussing the
complete performance planning process, including how to address performance problems
and how to make reviews more meaningful.

To purchase this course, click the Enroll Now buiten below:

Student Reviews:
+ "i enjoyed the course, learned a lot, and felt it was presented well."

« "l feel that he course and instructors were completely in line with my expectations and
were very "user friendly” in each section of this course!"

¢ "l felt the course had many avenues of information and gave me a well rounded
experience and will be very useful."

e "l found that | could take any subject from the lessons and apply it to my tasks at work or
knew of a situation where the subject applied; it was fascinating to look at things in a new
way and understand why managers/supervisors operate the way they do.”

» | found the class to be very informative and helped me to see a lot of things in my day to
day work in a new light. | beleive this class will not anly help me to understand my office
better but also help me in my goal to seek out new adventures in a different job."

o "| really enjoyed this course, actually the series of courses and feel as though | can use
this information on the job. Thanks so much."

+ "Recently | took a test for a position as a senior purchasing clerk for the school district
here. On the test were several questions regarding leadership theory and practices, as well
as general office procedures. | just wanted to say that for the most part, the questions
asked fell right in line with what you presented in this class, and the previous fundamentals
ctass. The material fell right in line with the real life scenarios that were presented on the
test, and the actions that were expected as a supervisor. Kudos ta you."

+ "This course gave me insight to the business world. Thank you for presening the

Page4 of 5
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4

material in such an enjoyable and easy to understand format."

e "This was a very informative and useful course for any person who owns a business or
works in a business environment."

s "This was my first time taking an online course and | have to admit | really enjoyed it. |
had to get used to reading from the computer and making sure | completed th assignments
on time, but it was great. | know that | will be taking more online courses.”

To purchase this course, click the Enroll Now button below:

SEnroll Nowr ¢

Recommended Courses:

Students who enrolled in Administrative Assistant Applications were also interested in the
following courses:

Administrative Assistant Fundamentals

Mastery of Business Fundamentals

Return to the Business Administration Depariment

View Other Departments

Home « Courses + Orientation « Classroom - Help - Contact + About Us » News - Demo - FAQ

Copyright © 2008 Education To Go. All rights reserved. The material on this site cannof be reproduced or redistributed unless you
have obtained prior written permission from Education To Go. Education To Go and ed2go are registered trademarks of
Education To Go, Inc.

http://www.ed2go.com/cgi-bin/oic3/mewcrsdes.cgi?name=vip&course=aaa&title=Adnunis...

Page 5 of 5

11/4/2009




£y £

) ?‘/_/ L AP&P A I
F 5 pproval:
’ Date:

ANTELOPE VALLEY COLLEGE
AP&P Denial:

, Academic Affairs Office Date:
COMMUNITY SER Reason:
CowseNo.  OLBS.1011-011 O OFEB - 8 201
. Course Title: Creating a Successful Business Plan - onlian _
. ¥ W

Instructor (print): Carol Parenzan Smalley f QMCEIVED

i AUG 3 § 2010

Division Faculty Review Lo -
R SEA
Eul g -
JQO pndl [ VfJ—\/ O 5 0-1D

Faculty Review Slgnat 3 Discipline Date

Approved 7£ Denied Reason
FE o Lh /Do) Bis. 5/10/2900)

Faculty Review Signature Discipline Date

Approved Denied Reason

CALBIS | G117y /O

Fazﬁ)lﬁﬁevﬂ“{sfgnature Discipline Date
Approved Denied Reason

| Discipline é Date
Approved )< Denied Reason

TN 0¢-24— 1 P

AP&P Repres¢ntative Signature Date

\i
Approved - Denied Reason
%ﬁ% <R 2ol

Wn Dean Signature Date
Approved ]é Denied Reason

AP&P/Community Services Form: 09-10 12-11-09




ANTELOPE VALLEY COLLEGE

Academic Affairs Office
COMMUNITY SERVICE OFFERING

NUMBER: OLBS.1011-011

TITLE: Creating a Successful Business Plan

INSTRUCTOR: Carol Parenzan Smalley

HOURS: 24 has. ENROLLMENT FEE: 395
MATERIALS/SUPPLIES FEE:  None ENROLLMENT EXPECTED: 10-25

DESCRIPTION OF OFFERING: In this course students will learn how to turn their business ideas into a solid
plan for financing and long-term success. Committing your idea to paper in the
form of a business plan not only increases your chances of obtaining financing,
but also in keeping your business strategically focused. With the support of the
mmstructor and a network of like-minded students, students will work through all
of the major components of a business plan and emerge with their first draft in
hand. Most importantly, they will have completed the first--and most difficult--
step on the path to small business success.

INSTRUCTOR BIOGRAPHY:  Carol Parenzan Smalley is an entreprencur and educator with a degree in
engineering and over 20 years of business experience. She acts as a consultant to
both small businesses and to business writers, has more than thirteen years of
experience teaching college-level entrepreneurial courses, and is the former
editor of the world's largest customer relationship management online

community.

SPECIAL NEEDS: N/A

Facilities:

Audio/Video:

Other:

Need software installed:

ITS notified:
Date Signature

ONLINE CLASS: Education To Go will host the course on Education To Go’s website through a portal

accessed through www.ave.edw/academics/ces. C&CS’s online account will be
established by Education To Go and reviewed by C&CS for final approval. An Online
Instruction Center, Online Administration Center, and Classroom will be created for
C&CS’s account.

How offered?  Independent study

Online instructer X
Asynchronous Only _X |
Synchronous Only
Synchronous and Asynchronous X
Number of required sessions 12

Hybrid __ N/A
Number of required sessions online vs. face-to-face

Portal used, web address lListed: www.avc.ediw/academics/cosm
Enrollment: Start dates Once a Month Open ¥ N

Community Services Offering Outline 12-11-2009
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OLBS G- Cil

Home | Courses | Orientation | Classroom | Help | Contact | AboutUs | News | Demo | FAQ

Courses > Career Development > Creating'a Suc Busin  _grbe—ott

Turn your business ideas into a solid plan for financing and long-term
suUccess. Committing your idea to paper in the form of a business
plan not only increases your chances of obtaining financing, but also
in keeping your business strategically focused. With the support of
your instructer and a network of like-minded students, you'll work
through all of the major components of a business plan and emerge S
with your first draft in hand. And most importantly, you will have completed the first--and
most difficuli--step on the path to small business success.

Search for Cc¢

Requir

This course includes a knowledgeable and caring instructor who will guide you Syll:
through your lessons, facilitate discussions, and answer your questions. The

instructor for this course will be Carol Parenzan Smalley. Student

Carol Parenzan Smalley is an entrepreneur and educator with a degree in Recommen

engineering and over 20 years of business experience. She acts as a
consultant to both small businesses and to business writers, has more
then thirteen years of experience teaching college-level entrepreneurial
courses, and is the former editor of the world's largest customer
relationship management online community.

To purchase this course, click the Enrcll Now button below:

_WIIE_p_roll oW

Requirements:

Microsoft Word or other word processing program, Intermnet access, e-mail, and the
Microsoft Internet Explorer or Mozilla Firefox Web browser.

Syllabus:

All courses run for six weeks, with a two-week grace peried at the end. Twe lessons are
released each week for the six-week duration of the course. You do not have to be present
when the lesson is released, but you must complete each lesson within two weeks of its
release.

A new section of each coursa starts on the second or third Wednesday of each month. If
enrolling in a series of two or more courses, please be sure to space the start date for each
course at least two months apart.

http://www.ed2go.com/cgi-bin/oic3/newersdes.cginame=vip&course=cbp&title=Creating... 11/4/2009
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Week One
Wednesday - Lesson 01

In this first lesson, as you take that first step along your entrepreneurial path, you'll meet
your instructor and learn about her childhood, growing up in ChocolateTown USA. You'll
meet several leading entrepreneurs and determine if you have similar passions and skill
sets. And, you'll discover that business plans are not just for funding your dream, but for
guiding it along the path to success (as you choose to define it).

Friday - Lesson 02

Today, you'll start to mold your business. You'll develop a vision and a mission for your
enterprise. You'll define and refine your product or service, and you'll uncover your niche.
This is the fun part of the journey—your only limitation is your imagination!

Week Two
Wednesday - Lesson (3

We'll focus on the customer in this lessen. Today's successful companies focus not on the
products and services that they offer, but on the customers that they serve—on many
levels. Together, we'll position your company to be customer-centric. And, you'll learn how
to move that customer from satisfied to loyal (and perhaps even an advocate for your
business).

Friday - Lesson 04

In this lesson, you'll structure your organization so it's in the best position fo provide your
product or service to your targeted customers. I'll help you create a board of experts to
guide you along your journey. You'll discover the role that change plays in your
entrepreneurial evolution. Change is good—it shows that you're thinking!

Week Three
Wednesday - Lesson 05

Today, we'll explore the plan within the plan—the marketing section of your business plan.
We'll lay the foundation for your marketing efforts and we'll define sales and marketing
(there is a difference!). We'll also explore the features and benefits of your product or
service, and we'll begin the ongoing task of market research. This is where you can
differentiate your product or service from that of your competition.

Friday - lL.esson 06

For today's lesson, we'll explore three separate areas of marketing. First, you'li learn about
your competitors so that you can better position yourself and discover just how solid your
business ideas are. We'll discuss one of the most difficult issues of new business—pricing.
Finally, we become the SWOT team—analyzing strengths, weaknesses, opportunities,
and threats.

Week Four
Wednesday - Lesson 07

Today, you'll join a panel of outstanding marketing, public relations, and graphics experts
who are also entrepreneurs and believe in the power of networking. We'll explore graphic
design, logos, image, public relations, and guerrilla marketing. And you'll also discover
marketing in action in this lesson.

Friday - Lesson 08

Today, we'll start by hearing Alice in Wonderfand explain to the Mad Hatter that, in a
fopsy-turvy world, it seems like (you} have to do something wrong first, in order fo learn
from what not fo do. And then, by not doing what (you're) not supposed to do, perhaps
{vou'll) be right. But (you'd) rather be right the first time, wouldn't you? Confused? We'll
tackle manufacturing and operations concerns in this not-so-topsy-turvy lesson.

http://www.ed2go.com/cgi-bin/oic3/newcrsdes.cgi?name=vip&course=cbp&title=Creating... 11/4/2009
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Week Five
Wednesday - Lesson 09

In this lesson, you'll learn that both successes and failures can be tremendous teachers—
but you'll have to apply those lessons learned to other life or business ventures, For

today's lesson, we'll take a bird's eye view of the financial section of a business plan. We'll
also briefly explore the capital equipment list, the balance sheet, and break-even analysis.

Friday - Lesson 10

In this lesson, we'll discuss three addifional financial components of the plan. We'll explore
the projected income statement (always a fun area!), cash flow, and historical financiai
records. Be sure to fake same time fo explore the Supplemental Links area (in this lesson
and in all the others) for outstanding online resources.

Week Six
Wednesday - Lesson 11

Today, we'll continue our focus on money, but from a different perspective than in the
previous two lessons. We'll focus on funding and financing opportunities, and by the end
of this lesson, you should have a better understanding of financing. You'll aiso find out
where to locate traditional (and not so traditional) sources of funding.

Friday - Lesson 12

In our final lesson, you'll end one journey while beginning another. First, you'll write an
outstanding executive summary. We'll discuss a few important document formatting tips,
and you'll learn what supporting documents you should add to your final business plan.
You now hold all the keys to the doors along your enirepreneurial path. Journey welll

To purchase this course, click the Enroll Now button below:

__Enrali Now -

Student Reviews:

e "l can't begin to tell you how much this course has helped me. For the last 14 years, |
have been shying away from writing a "Business Plan." After having everything in place, |
still had not written a plan, but alas, now it's done. | just have to refine and get it to read and
present professionally.”

e "[ finally have a three-dimensional package and not just a "thought."

¢ "l have a small business and thought | would take this class to start up something new. |
now have the knowledge that | would need to tackle that feat. During the lesson on
customers, | spider webbed an idea to make my business more customer centric. | simply
offered another low cverhead service to my largest client. The spider web exercise led to
three large markets opening up for me. | am now projecting to gross last year's income
times 4. What an investment! Thanks again for the great ideas.”

+ "My business plan has been a struggle for me; however, | knew the importance of
creating my own. Since completing the class and having the printed material to refer to, |
know | will have a final first draft that will be useful, inspiring, and a true picture of my
company. The class has provided incredible direction to great informational websites that

http://www.ed2go.com/cgi-bin/oic3/newersdes.cgi?name=vip&course=cbpétitle=Creating... 11/4/2009
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would have taken me endless hours to locate on my own. I'd like to thank Carol for her
excellent presentation and material "

¢ "Our Business Plan was praised by our lender, who helped provide necessary funding.
The Plan proved extremely helpful in ensuring that we considered all the bases before we
opened.”

¢ "The course brought up important professional and personal isues. It has been an
extraordinary experience and one that | never would have anticipated. It has made a
monumental difference in my life and marriage - giving me confidence and energy to move
forward in pursuit of my vision.”

e "The course was much more than | expected. It taught me much more than how to write
a business plan. The course/instructor taught me how to think like an entrepreneur and
gave me great advice on how to make my business successful. | was clueless about
starting my own business before [ completed this course, now | am confident and focused.”

e "The scariest part about starting my own business was giving my two-week notice, but
with all of the preparation that is shown through our plan, i think it's now going to be the
most exciting part."

e "This was a great course and as a business owner, | had an opportunity o see how |
could have approached my business differently - do more research about the business and
funding."

e "This was a great way to open ones eyes to the realities of becoming an entrepreneur.
N one should go into a new business without going through something similar to what this
course has to offer. Thank you very much."

To purchase this course, click the Enroll Now button below:

Recommended Courses:

Students who enrolled in Creating a Successful Business Plan were also interested in the
following courses:

Introduction to Business

Start Your Own Small Business

Business Marketing Writing

Keys to Successful Money Management

Employment Law Fundamentals

Accounting Fundamentals

Introduction to Business Analysis

http:/fwww.ed2go.com/cgi-bin/oic3/newcrsdes.cgi?name=vip&course=cbp&title=Creating... 11/4/2009
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Introduction to Microsoft Excel 2007

Legal Nurse Consulting

Marketing Your Business on the Internet
Introduction to QuickBooks 2007

Start and Operate your own Home-Based Business

Workers' Compensation

Return to the Career Development Department

View Other Departments

Home <« Courses - Orientation + Classroom * Help + Contact + AboutUs + News « Demo * FAQ

Copyright ® 2009 Education To Go. All rights reserved. The material on this site cannot be reproduced or redistributed untess you
have obtained prior written permission from Education To Go. Education To Go and ed2go are registered trademarks of
Education To Gg, Inc.

hitp://www.ed2go.com/cgi-bin/oic3/newcrsdes.cgi?name=vip&course=cbp&title=Creating... 11/4/2009
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ANTELOPE VALLEY COLLEGE

Academic Affairs Office
COMMUNITY SERVICE OFFERING

NUMBER: OLBS.1011-005

TITLE: Going Green at the Workplace

INSTRUCTOR: Brad Bergman

HOURS: 24 hrs. ENROLLMENT FEE: 395
MATERIALS/SUPPLIES FEE:  None ENROLLMENT EXPECTED: 1025

DESCRIPTION OF OFFERING: Students will learn how to position their business as a responsible environmental
leader in a world of green consumers and carbon-conscious regulators. In this
course, participants will discover how to save energy, save money, and reduce
your carbon footprint, all at the same time. First, students will discuss how to
trim their energy costs withoui reducing your productivity by making their
lighting, HVAC, and building control systems more efficient. After that,
students will explore ways to cut your water bill and look at waste reduction
strategies that can save you money while helping you move toward a sustainable
business model. Participants will also delve into transportation and shipping,
examining the benefits of alternative fuels, hybrids, and all-electric vehicles.
Next, participants will get a primer on renewable energy and learn how to
integrate wind and solar power into your energy use plan. Students will also
learn about buying green power, carbon offsets, and renewable energy credits.
And finally, students will get the information you need about LEED
accreditation and how to measure and manage your carbon emissions in order to
comply with any eventual carbon tax or cap-and-trade system. Throughout the
course, participants will examine real-world exaniples of energy-saving
solutions and find out how to calculate the costs, benefits, and paybacks of these
projects. Students will also learn how to communicate the environmental
benefits of your actions to your customers and your business partners,
transforming your business into a leader in the green economy.

INSTRUCTOR BIOGRAPHY:  Brad Bergman has spent his entire career working with low-carbon
technologies. He has experience generating both miclear power and utility-scale
solar-thermal power. He has also helped numerous businesses and local
governments implement energy-saving sustainability strategies as a demand-side
energy management specialist. His formal education includes both Mechanical
Engineering and Information Technology, and he holds an MBA with a
specialization in Technology Management. Brad currently works as a renewable

energy professional and teaches classes as an adjunct professor.

SPECIAL NEEDS: N/A
Facilities:
Andio/Video:

Other:

Community Services Offering Outline 12-11-2009
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Need software installed: ™ E—
ITS notified:
Date Signature
ONLINE CLASS: Education To Go will host the course on Education To Go’s website through a portal

accessed through www.ave. edu/academics/ces. C&CS’s online account will be
established by Education To Go and reviewed by C&CS for final approval, An Online
Instruction Center, Online Administration Center, and Classroom will be created for
C&CS’s account.

How offered?  Independent study

Online instructor X
Asynchronous Only X .
Synchronous Only
Synchronous and Asynchronous X =~
Number of required sessions 12

Hybrid  N/A
Number of required sessions online vs. face-to-face

Portal used, web address listed: www.ave.edn/academics/ccsm y
Enrollment; Start dates Once a Month Open % N

Community Services Offering Outline 12-11-2009
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Learn how to position your business as a respansible environmental leader in

a world of green consumers and carbon-conscious regulators. In this course,
you'll discover how to save energy, save money, and reduce your carbon
footprint, all at the same time.

First, we'li talk about how you can frim your energy costs without reducing
your productivity by making your lighting, HYAC, and building control systems
more efficient. After that, we'll explore ways to cut your water bill and look at waste reduction
strategies that can save you money while helping you move toward a sustainable business model.
We'll also delve into transportation and shipping, examining the benefits of alternative fuels, hybrids,
and all-electric vehicles.

Next, you'll get a primer on renewable energy and learn how to integrate wind and solar power into
your energy use plan. You'll also learn about buying green power, carbon offsets, and renewable
energy credits. And finally, you'll get the information you need about LEED accreditation and how to
measure and manage your carbon emissions in order to comply with any eventual carbon tax or cap-
and-trade system.

Througheut the course, you'll examine real-world examples of energy-saving solutions and find out
how to calculate the costs, benefits, and paybacks of these projects. You'll also learn how to
communicate the envircnmental benefits of your actions to yvour customers and your business
partners, transforming your business into a leader in the green economy.

This course includes a knowledgeable and caring instructor who will guide you through your
lessons, facilitate discussions, and answer your questions, The instructor for this course will he
Brad Bergman .

Brad Bergman has spent his entire career warking with low-carbon
technologies. He has experience generating both nuclear power and
utility-scale solar-thermal power. He has also helped numerous
businesses and local governments implement energy-saving sustainability
strategies as a demand-side energy management specialist. His formal
education includes both Mechanical Engineering and Information
Technology, and he holds an MBA with a specialization in Technology
Management. Brad currently works as a renewable energy professional
and teaches classes as an adjunct professor.

Please click here to take this course through an accredited college or university in your
community.

Or, click the Enroll Now button below:

Requirements:

Internet access, e-mail, the Microsoft Internet Explorer or Mozilla Firefox Web browser, and
the Adobe Flash and PDF plug-ins (two free and simple downloads you obtain at
http:/iwww.adobe.com/downloads by clicking Get Adobe Flash Player and Get Adobe
Reader).

http://www.ed2go.com/cgi-bin/ed2go/newcrsdes.cgi?course=ggwétitle=Going Green’at”...
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Syllabus:

A new section of each course starfs monthly. If enroliing in a series of two or more courses,
please be sure to space the start date for each course at least two months apart.

All courses run for six weeks, with a two-week grace period at the end. Two lessons are
released each week for the six-week duration of the course. You do hot have to be present
when lessons are refeased. You will have access to all lessons until the course ends,
However, the inferactive discussion area that accompanies each lesson will automatically
close two weeks after the lesson is released. As such, we strongly recommend that you
complete each lesson within two weeks of its release.

The final exam will be released on the same day as the last lesson. Once the final exam has
been released, you will have two weeks fo complete all of your course work, including the final
exam.

Week One
Wednesday - Lesson 01

In our first lesson, you'll discover the reasons why going green makes sense
for financial as well as environmental reasons. You'll also learn the difference
between conservation and efficiency and find out why creating a green
workplace doesn't mean sacrificing comfort or productivity.

Friday - Lesson 02

Today you'll find out how to calculate the energy and dollar savings of any
green projects you're thinking of undertaking. In addition, we'll talk about
energy efficiency initiatives that can dramatically cut the costs of your green
projects.

Week Two

Wednesday - Lesson 03

The easiest green projects are lighting changes, so what better place to
start? In today's lesson, you'll find out why CFLs {compact flucrescent
lightbulbs) are better than incandescent bulbs and easier on your balance
sheet. In addition, you'll learn how to make your overhead fluorescent lights
cheaper and more efficient. Finally, we'll delve into the pros and cons of
CFLs, so you'll have the whale picture when it comes to green lighting
technology.

Friday - Lesson 04

Green lighting starts with replacing bulbs or fixtures, but it doesn’t end there.
In this lesson, you'll learn about the additional energy and money savings
you can achieve with timers, de-lamping, and occupancy sensors. We'll also
talk about the cheapest source of lighting—daylight—and how you can make
much better use of it. And last, we'll look at the future of lighting: the light
emitting diode, or LED.

Week Three

Wednesday - Lesson 05

HVAC means heating, ventilation, and air conditioning—and if your business
is typical, it's where the bulk of your energy hill goes. Today we'll talk about
how your HVAC system works and look at smart ways to cut costs without
reducing your employees' comfort one bit. (Really!)

Friday - Lesson 06
In this lesson, we'll explore your building from top to botiom as we look at its
envelope—the roof, walls, and windows that keep the outside and inside
apart. You'll discover ways to tweak each of these elements so you can cut
costs and reduce energy waste. We'll even talk about bringing your
landscaping into the energy-saving picture.

Week Four
Wednesday - Lesson 07

Cars and trucks help keep our businesses running—without them, our
employees couldn't get to the office! But transportation is a big culprit when it
comes to carbon emissions, so it's a good place to make green changes.

http://www.ed2go.com/cgi-bin/ed2go/mewcrsdes.cgi?course=ggw&title=Going Green"at™... 11/6/2009
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Today we'll compare the benefits of diesel and gas, explore a variety of
alternative fuels and energy-saving vehicles, and find out how your
workplace schedule affects your employees' carbon footprints.

Friday - Lesson 08

Water is blue, but saving water is a green idea. [n this lesson, we'll tour your
facilities, from the bathrooms to the air conditioners to the landscaping, and
talk about ways to save water (and money)} in each location.

Week Five
Wednesday - Lesson 09

The green movement started with three simple ideas: Reduce, Reuse, and
Recycle. In this lesson, we'll look at how you can put these three R's to work
in ways ranging from redesigning your packaging tc going paperiess in the
office to using recycled raw materials. And here's some great news: You'll
often save money in the process.

Friday - Lesson 10

They look innocent, but those monitors, computers, servers, faxes, DVD
players, and vending machines are probably sucking up more of your power
than they should. Today we'll explore how to tame power-eating office
equipment, take a peek at the smart appliances of the future, and discover
methods for slaying the power vampires in your office.

Week Six

Wednesday - Lesson 11
Can you generate your own green power? Yes—and in this lesson, you'll find
out just how to do it. We'll look at how to integrate renewable energy sources
into your electricity supply, and explore everything from solar power to smalf
wind,

Friday - Lesson 12
In our final session together, we'll talk about more actions and certifications
that can help you prove your green credentials to your customers. We'll start
by looking at the LEED building standards, move on to RECs and SRECs
and carbon offsets, and finish up with a look at emissions inventories, 150
standards, and other up-and-coming green trends.

Please click here to take this course through an accredited college or university in your
community.

Or, click the Enroll Now button below:

Lnroll Now -

Student Reviews:

Recommended Courses:

Students who enrofled in Going Green at the Workplace also enjoyed the following courses:

» Managing Customer Service

e Start Your Own Smail Business

e Creating a Successful Business Plan

e [eadership

¢ Fundamentals of Supervision and Management

http://www.ed2go.com/cgi-bin/ed2go/newcrsdes.cgi?course=ggwétitle=Going Green™at”... 11/6/2009
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ANTELOPE VALLEY COLLEGE

Academic Affairs Office
COMMUNITY SERVICE OFFERING

Course No. OLBS.1011-007
Course Title: Introductions to Stock Options - online
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ANTELOPE VALLEY COLLEGE

Academic Affairs Office
COMMUNITY SERVICE OFFERING

NUMBER: OLBS.1011-007

TITLE: Introduction to Stock Options

INSTRUCTOR: Mark Quinn

HOURS: 24 hrs. ENROLLMENT FEE: $95
MATERIALS/SUPPLIES FEE:  None ENROLLMENT EXPECTED: 1025
DESCRIPTION OF QFFERING: In this course students will learn how to evaluate, buy, sell, and profit with

investment tools that were once thought to be only for the pros. Participants
will gain knowledge in how to protect their portfolio and profit in a down
market, an up market, or even a flat market. Students will also learn to
leverage their investment dollars for potential profits that surpass those
possible with stocks.

INSTRUCTOR BIOGRAPHY: Mark Quinn has actively traded options for almost 20 years. He is a disciple
of option guru Lawrence McMillan, and has participated in numerous stock
option seminars sponsored by the Chicago Board of Options Exchange and
Options Industry Council. Years of study and experience have given Mark a
keen understanding of stock options. Mr. Quinn has conducted training
classes from Tokyo to the San Francisco bay area. He holds an MS degree
in Distance Teaching and Leaming from California State University.

SPECIAL NEEDS: N/A

Facilities:

Audio/Video:

Other:

Need software installed:

ITS notified:
Date Signature

ONLINE CLASS: Education To Go will host the course on Education To Go’s website through a portal
accessed through www.ave.eduw/academics/ces. C&CS’s online account will be
established by Education To Go and reviewed by C&CS for final approval. An Online
Instruction Center, Online Administration Center, and Classroom will be created for
C&CS’s account.

How offered?  Independent study

Online instructor X
Asynchronous Cnly X .
Synchronous Only
Synchronous and Asynchronous X =~
Number of required sessions 12

Hybrid N/A
Number of required sessions online vs. face-to-face

Portal used, web address listed: www.ave.edwacademics/cesm 7
Enrollment: Start dates Once a Month Open ¥ N

Community Services Offering Outline 12-11-2009
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Learn how to evaluate, buy, sell, and profit with investment tools that
were once thought to be only for the pros. This course will teach you
how to protect your portfolio and prefit in a down market, an up
market, or even a flat market. Learn to leverage your investment
dollars for potential profits that surpass those possible with stocks.

Instructor

This course includes a knowledgeable and caring instructor who will guide you
through your lessons, facilitate discussions, and answer your questions. The Requir
instructor for this course will be Mark Quinn.

Sylk
Mark Quinn has actively traded options for almost 20 years. He is a
disciple of option guru Lawrence McMillan, and has participated in Student
numerous stock option seminars sponsored by the Chicago Board of
Options Exchange and Options Industry Council. Years of study and Recommen

" experience have given Mark a keen understanding of stock options. Mr.
Quinn has conducted training classes from Tokyo to the San Francisco
bay area. He holds an MS degree in Distance Teaching and Learning
% from California State University.

To purchase this course, click the Enroll Now button below:

Requirements:

Internet access, e-mail, the Microsoft internet Explorer or Mozilla Firefox Web browser, and
the Adobe Flash and PDF plug-ins (two free and simple downloads you obtain at
http:/iwww .adobe.com/downloads by clicking Get Adobe Flash Player and Get Adobe
Reader).

Syllabus:

All courses run for six weeks, with a two-week grace period at the end. Two lessons are
released each week for the six-week duration of the course. You do not have to be present
when the lesson is released, but you must complete each lesson within two weeks of its
release.

A new section of each course starts on the second or third Wednesday of each month. If
enrolling in a series of two or more courses, please be sure to space the start date for each

http://www.ed2go.com/cgi-bin/oic3/newcrsdes.cgi?name=vip&course=iso&title=Introduct... 11/4/2009
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course at least two months apart.

Week One
Wednesday - Lesson (1

fn our first lesson, we'll go over what options are, where they come from, and why it's
worth your time and effort to learn about them. After we dissect the formal definition of an
option, we'll then go over some easy-to-understand examples to drive home each element
of that definition.

Friday - Lesson 02

Every investment specialty has its very own jargon and particular way of handling
business. Options are no exception. In this lesson, we'll discuss many of the option
peculiarities. Did you know that each option has its own unique symbol? We'll clear up any
mystery about how those option symbols are constructed. When you finish this lesson,
you'll be able to identify any option just by looking at its symbol.

Week Two

Wednesday - Lesson 03

One of the most important things to consider before you buy anything is its price. Option
pricing is, therefore, very important, and in this lesson, we'll explore where to find those
prices, what they lock like, and how to interpret each element you'll find in an option
pricing chart. When you finish this lesson, you'll be well on your way to being what | call a
good Option Detective.

Friday - Lesson 04

It's one thing to know an option's price, but guite another to know if that price is
reasonable and fair. In this lesson, we'li take a look under the hood of option pricing so
you understand what centributes to opticn value. Knowing what makes one option more
expensive than another is all part of understanding the essentials of option pricing. When
you finish this lesson, you'll know there are over-priced and under-priced options, and
you'll know which are which before you trade.

Week Three

Wednesday - Lesson 05

In today's lesson, we'll go over an easy graphing system that will illustrate what kind of
profit or loss may be possible when you trade any option. The beauty of these graphs is
how they bring clarity to even a very complex option strategy. With this knowledge, you'll
enter any option trade fully aware of potential risk and reward. You'll also know precisely
where your break-even point is, and this all contributes to a fully informed trading
experience.

Friday - Lesson 06

Today we'll begin by examining the differences between stocks and options, and then we'll
focus on the advantages of options. Then we'll take an in-depth look at the first basic
option strategy—the long call. When you finish this lesson, you'll know the best way to
profit when you think a stack price is headed up. Further, you'll understand which option to
buy depending on how bullish you are about that price movement,

Week Four
Wednesday - Lesson 07

In this lesson, we'll go over where options come from and how you can, if you want, create
them yourself by selling call options. This is called naked call writing, and it's one way you
can use options to profit when you think a stock price is going to hold steady or drop.
You'il learn the risk inherent in this strategy and what it means to be assigned.

Friday - Lesson 08

http://www.ed2go.com/cgi-bin/oic3/newcrsdes.cgi?name=vip&course=iso&title=Introduct... 11/4/2009
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We'll spotlight covered calls in this lesson. This strategy involves selling call options on
stock you already own. This is a very popular way for making a profit even when your
stock's price isn't going up. You'll learn the how, when, and whys of this essentially
conservative strategy in one easy lesson.

Week Five
Wednesday - Lesson 09

Certain options profit when a stock draps, and in today's lesson, you'll get to know the put
option, a powerful type of option employed for this purpese. In many ways, the put option
is the mirror image of the call option. The versatility of the put option impresses a great
many students.

Friday - Lesson 10

Few investors know the benefits, much less the in and outs, of selling put options, but in
today's lesson, you'll get to know both. Known as writing naked puts, you can also utilize
this strategy as a way to purchase stock for less. There's something to be said for
collecting your profit up front and putting that money to use immediately, too.

Week Six
Wednesday - Lesson 11

We'll reinforce the beauty of options in this lesson by introducing three combination
strategies—the bull spread, the bear spread, and the long straddle. This taste of more
advanced option strategies may whet your appetite for other more esoteric combinations,
and there are plenty. After you finish this lesson, you'll have a good sense of what you can
achieve using option combeo strategies for profitable trades.

Friday - Lesson 12

In our final lesson, we'll pull everything you've learned together into one cohesive
overview. It's helpful to review the knowledge-building process you completed and to see
how each building block supported the next. In this lesson, you'll also get to know the
market sentiment and how it influences which option strategy is appropriate and when.
Finally, we'll review the concept of risk and go over how it's an integral consideration when
you're thinking about any option investment strategy.

To purchase this course, click the Enroll Now button below:;

Student Reviews:

s "Being a conservative investor, stock options are one of several types of investments
that over the years | have neglected. Still my curiosity for at least knowing what stock
options are and their use by investors did arouse my interest. | found Mr. Quinn’s
Introduction to Stock Options to be a very informative and well-organized course. As
important, Mr. Quinn also presented various strategies employing stock eptions that
displayed their flexibility to be tailored to suit investors of every risk level tolerance. |
thoroughly enjoyed the course and found it most interesting. | feel most fortunate to have
taken this course and look forward fo further study on my own with the background
Introduction to Stock Options provided.”

http://www.ed2go.com/cgi-bin/oic3/newcrsdes.cgi Tname=vip&course=iso&title=Introduct... 11/4/2009



Online Instruction Center Page 4 of 5

¢ "First, [ had no knowledge about stock options before taking this course but now | feel
comfortable applying the skills and knowledge I've learned. Thank you so much, Mark.
Keep up the good job."

¢ "l enjoyed this class immensely, simply because you made it as easy as possible to
understand this whole new world of stock options. | enrolied in this course because |
wanted to learn more about investing my stock shares, and found another avenue
altogether. Thank you very much, Mark. | tharoughly enjoyed the course.”

¢ "Mark has a knack for tackling the complex and often daunting subject matter and
breaking it down into its simplest parts. | had taken stabs at learning about options trading
in the past, only to quickly retreat, feeling overwhelmed and dumb. Because of Mark, | was
able to understand for the first time what was going on. He is a wealth of knowledge and
experience, responds promptly and directly to questions, is never condescending, is easily
approachable, and is eager for our success. | would definitely sign up for any other
investment class he might teach in the future.”

s "Mark has been a great instructor! His real life experiences gave credibility to the whole
course. His examples, his warnings, and his lists of reference materials truly helped build
my interest and confidence in options trading. | am excited, as he predicted, to be involved
in this aspect of investing."

¢ "This course has been a tremendous introduction for beginners like me. It's provided real
value. You've done a great job of introducing and explaining a complex topic. Thanks a lot
for the help!”

» "This course was excellent. It met my needs and allowed me to accomplish my goals for
taking the course. Mark's expertise and enthusiasm for the topic were very motivating.
Thanks for a wonderful intro to stock options.”

¢ "This is a course | should have taken a long time ago. All | can say is that it is perfect. |
hope you offer an advanced class in the future.”

To purchase this course, click the Enroll Now button below:

_Enroll Mow

Recommended Courses:

Students who enrolled in Introduction to Stock Options were also interested in the following
courses:

Personal Finance

Real Estate Investing

Stocks, Bonds, and Investing: Oh, My!

Where Does All My Money Go?

http://www.ed2go.com/cgi-bin/oic3/newcrsdes.cgi PTname=vip&course=iso&title=Introduct... 11/4/2009
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Return to the Personal Finance & Wealth Building Department

View Qther Departments

Home + Courses - QOrientation + Clagsroom + Help + Cantact - AboutUs = News + Demo * FAQ

Copyright © 2009 Education To Go. All rights reserved. The material on this site cannct be reproduced or redistributed unless you
have obtained prior written permission from Education To Go. Education To Go and ed2go are registered trademarks of
Education To Ga, Inc.
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ANTELOPE VALLEY COLLEGE

Academic Affairs Office
COMMUNITY SERVICE OFFERING

NUMBER: OLBS.1011-008
TITLE: Keys to Successful Money Management
INSTRUCTOR: Kirsten Iseminger
HOURS: 24 hrs, ENROLLMENT FEE: $95
MATERIALS/SUPPLIES FEE:  None ENROLLMENT EXPECTED: 10-25
DESCRIPTION OF OFFERING: In this course, a certified financial planner will walk students through the
steps needed to achieve true financial success. Students will become
corfortable with the broad array of investment choices available right now,
and then discover the best ways to acquire and accumulate both cash and
real property. Participants will discuss the tax implications of investmment
decisions, along with steps that can be taken to protect any wealth acquired.
INSTRUCTOR BIOGRAPHY: Kirsten Iseminger has been a Financial Advisor since 1990 and worked for years in
one of the world's largest financial institutions. Her clients have included small
business owners, high-level executives, and individuals who wanted their wealth to
grow. To further her expertise in the financial planning industry and to achieve the
highest recognition available for financial planners, Kirsten successfully completed
the education and examination process necessary to become a Certified Financial
Planner.
SPECIAL NEEDS: N/A
Facilities:
Audio/Video:
Other:
Need software installed:
ITS notified:
Date Signature
ONLINE CLASS: Education To Go will host the course on Education To Go’s website through a portal

accessed through www.ave edu/academicg/ces. C&CS’s online account will be
established by Education To Go and reviewed by C&CS for final approval. An Online
Instruction Center, Online Adminisiration Center, and Classroom will be created for
C&CS’s account.

How offered?  Independent study
Online instructor X

Asgyncronous Only _ X |

Synchronous Only

Synchronous and Asynchronous X =
Number of required sessions 12

Hybrid  N/A
Number of required sessions online vs. face-to-face
Portal used, web address listed: www.ave.eduw/academics/cesm .
Enrollment: Start dates Once a Month Open ¥ N

Community Services Cffering Outline 12-11-2009
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If you're interested in discovering how most wealthy people amassed
their fortunes, this is the course for you. Contrary to popular opinion,
most of us don't achieve true wealth through luck or an accident of
fate. Just about anybody can build wealth. All it takes is organization,
discipline, and a firm knowledge of how to proceed. If you're serious
about accumulating a sizable nest egg and living the fife of your R
dreams, this course will supply you with the knowledge and skills you'll need to succeed

Instructor
You've probably heard amazing stories of people amassing untold fortunes with seemingly
little effort, finding financial freedom through the magic of day trading, shorting stocks, Requir
buying and selling commodities, playing the slots, flipping real estate, or some other fad of
the moment. These stories sound too good to be true, and that's because they are. Alt of syl
those get-rich-quick schemes have three things in common: they're unsafe, they're -
unpredictable, and they tend to produce far more losers than they do winners. Student
The truly wealthy do not rely on risky games of chance and raw luck to build their fortunes--
Recommeru

they focus on creating wealth out of what they already have. If you're serious about living a
better life by tapping into your unfulfilled potential, we'll show you the way.

In this course, a certified financial planner will walk you through the steps you need to take
in order to achieve true financial success. You'll become comfortable with the broad array
of investment choices available to you right now, and you'll discover the best ways fo
acquire and accumulate both cash and real property. We'll also discuss the tax implications
of your investment decisions, along with steps you can take to protect any wealth you
acquire.

This course includes a knowledgeable and caring instructor who will guide you
through your lessons, facilitate discussions, and answer your questions. The
instructor for this course will be Kirsten Iseminger.

Kirsten Iseminger has been a Financial Advisor since 1990 and worked
for years in one of the world's largest financial institutions. Her clients
have included small business owners, high-level executives, and
individuals who wanted their wealth fo grow. To further her expertise in
the financial planning industry and to achieve the highest recognition
available for financial planners, Kirsten successfully completed the
education and examination process necessary to become a Certified
Financial Planner.

To purchase this course, click the Enroll Now button below:

Enrall Now

http://www.ed2go.com/cgi-bin/oic3/newcrsdes.cgi’name=vipé&course=bwl&title=Keys%?2... 11/4/2009
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Requirements:

Internet access, e-mail, and the Netscape or Firefox or Internet Explorer Web browser.

Syllabus:

All courses run for six weeks, with a two-week grace period at the end. Two lessons are
released each week for the six-week duration of the course. You do not have to be present
when the lesson is released, but you must complete each lesson within two weeks of its
release.

A new section of each course starts on the second or third Wednesday of each month. If
enrolling in & series of two or more courses, please be sure to space the start date for each
course at least two months apart.

Week One
Wednesday - Lesson 01

In this course, you'll discover the keys to achieving financial freedom steadily and
successfully. You'll learn how to make financial discipline and wise financial choices a
natural part of your life. Our journey begins today with an overview of the five steps of
financial planning.

Friday - Lesson 02

How much money do you actually have and where is it all going? You have to he able to
answer these questions before you can create a financial plan. So, in this lesson, we'll
work on organizing your financial life. You'll create an organized filing system, get a handle
on your spending, and learn how valuable cash flow statements, budgets, and balance
sheets are to financial success. Don't worry; it's not as hard as it sounds!

Week Two
Wednesday - Lesson 03

There are three types of investment money: short-term, intermediate, and long-term. We'll
start this lesson with a look at short-term money and the purpose it serves. This is money
you would set aside for something specific in the near future like buying a car, making a
down payment on a house, or paying off interest-free debt. You'll learn the frade-off
between investment risk and investment reward and see why it takes more than putting
your money in a savings account to get rich.

Friday - Lesson 04

In this lesson, you'll learn how a combination of stocks, bonds, and mutual funds will help
you build wealth. You'll also see how investment risk correlates with investment return.
Then you'll discover how time mitigates higher-risk investments, making them an excellent
choice if you've got enough time and want to see double-digit returns.

Week Three
Wednesday - Lesson 05

Saving money to fund a college education is a common financial goal. So, today we'll talk
about the pros and cons of the different education savings plans that are out there. By the
end of this lesson, you'll be the neighberhood expert on saving for college!

Friday - Lesson 06

Most people's number-cne financial goal is saving for retirement. Social Security alone
won't cover the bills. Some of us have employer pension plans, but many of us have to
figure out how we'll make up the shortage once we stop working. This lesson is about

http:/fwww.ed2go.com/cgi-bin/oic3/mewcrsdes.cgi ?name=vip&course=bwlktitle=Keys%2... 11/4/2009
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taking care of yourself in retirement. We'll examine retirement savings plans and discover
why they're a great place for your cash investments.

Week Four
Wednesday - Lesson 07

Up to now, this course has been about accumulating cash assets. Today we'll learn how
real property assets complement your wealth. Real property assets are things you can
feel, see, and touch (such as land or precious metals). When you complete this lesson,
you'll know the challenges and benefits of owning real property.

Friday - Lesson 08

Since most of us don't have enough to buy a house with cash, we need someone to lend
us money. Going to the bank for a loan isn't as simple as walking in and filling out an
application. Completing an extensive questionnaire about your income, debts, and job
history is part of the loan process, but there's more. You need to decide which kind of
mortgage to apply for. Just {ike there are a number of ways to order coffee from your
favorite barista, there are a number of ways to finance a house. In this lesson, you'll learn
about the different loan types, understand why some cost more (or less) than others, and
figure out which loan program is best for you.

Week Five
Wednesday - Lesson 09

Almost all of us have credit cards in our wallets. And most of us are plagued by consumer
debt. Credit cards, car loans, car leases, and in-store financing are where consumer debt
builds up. But today you'll learn how to use these forms of financing to maximize your
wealth.

Friday - Lesson 10

As you accumulate wealth, it's important to protect it against loss. We buy car insurance in
case of car crashes, homeowners insurance in case of damage or destruction to our
houses, and health insurance to help with the rising cost of medical care. These are
obvious assets {o protect, but what about your most valuable asset: your ability to earn an
income? If you have people depending on your paycheck to put food on the table and a
roof over their heads, then you need to protect your income. So in this lesson, we'll talk
about life and disability insurance and when you should get them.

Week Six

Wednesday - Lesson 11

Today, we'll talk about the professionals who can help you on your journey toward wealth.
You'll fearn the areas of expertise for an attorney, CPA, financial advisor, and insurance
agent. You'll also get a sense of when is the right time to call on each of these
professionals.

Friday - Lesson 12

In this, our final lesson, we'll talk about the most challenging part of the financial planning
process: implementation. We will go over a technique that's very helpful in getting you and
keeping you moving on your journey toward wealth. You'll leave this course knowing what
you need to do to reach your goals and how to do it. You'll have everything it takes to

achieve financial freedom! [ 7 :
_ ceally 7

—rs

To purchase this course, click the Enroll Now button below:

hitp://www.ed2go.com/cgi-bin/oic3/newcrsdes.cgi?name=vip&course=bwlé&title=Keys%2... 11/4/2009
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Student Reviews:

+ "Excellent course! This course gave me the basic understanding and knowledge to begin
a financial plan. | comprehend the importance and value of saving for retirement and the
various vehicles to achieve this goal. Great information!!!"

¢ "l absolutely love this type of course. | wish more family members would take this course
so we all could understand how to build wealth."

¢ "l am very pleased to have taken this class and am confident that the information | have
learned herein will be of great benefit in my quest to build wealth."

» "l appreciated the opportunity to participate in this well-designed, informative course.
The instructor did a very professional job of presenting the material. Due to this well-done
course, | look forward to taking more of these online courses. Thank you for your financial
advice."

¢ "l felt like there was a lot of information to process. The class was very helpful and now |
know what | need to do and what avenues to pursue to help me get there”

» "l learned a lot from this course. It took the mystery out of the financial world and
explained information in easy to understand terms. Since taking the course | am more
aware of my finances and budgeting and looking into stocks, bonds and CD ladders. Thank
you for such an informative class. | would highly recommend this class.”

¢ "The instructor made a subject that is way over my head, understandable and
interesting.”

e "This course has really provided me with financial information that | can use in future
planning, especially the investment portion of the course. I'm at a pointl in my life where [
need to, or must, get my financial situation in order and | will be utilizing the knowledge |
gained from this course to complete my financial journal. | commend the instructor for
arranging the course and | would wholeheartedly recommend it to others.”

¢ "This has truly been a pleasant learning experience. Now, | have a better understanding
of how to save even more for retirement and more surprising leaming the many ways of
investing. | am also considering purchasing some of the books that are recommended by
this course. | feel as though the instructor was extremely knowledgeable in this material. |
waould definitely take another course under her direction!”

e 'This was a great course! It gave me the tools | need to get my financial life together and
to make smart wealth building decisions moving forward. Thank you!”

To purchase this course, click the Enroll Now button below:

Enroll Now |

http://fwww.ed2go.com/cgi-bin/oic3/newcrsdes.cgifname=vip&course=bwl&title=Keys%2... 11/4/2009



Online Instruction Center Page 5 of 5

Recommended Courses:

Students who enrolied in Keys to Successful Money Management were also interested in
the following courses:

Debt Elimination Techniques That Work
Learn to Buy and Sell on eBay

Personal Finance

Real Estate Investing ll: Financing Your Property

Real Estate investing

Stocks, Bonds, and Investing, Oh My!

Start and Operate Your Own Home-Based Business

Where Does All My Money Go?

Return to the Personal Finance & Wealth Building Department

View Qther Departments

Home -« Courses + Orientation « Classreom ¢ Help + Contact + AboutUs + News « Demo « FAQ

Copyright © 2009 Education To Go. All rights reserved. The material on this site cannot be reproduced or redistributed unless you
have obtained prior written permission from Education To Go. Education To Go and ed290 are registered trademarks of
Education To Go, Inc.
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ANTELOPE VALLEY COLLEGE

Academic Affairs Office
COMMUNITY SERVICE OFFERING

NUMBER: OLBS.1011-012

TITLE: Secrets of the Caterer

INSTRUCTOR: Dawn Simmons

HOURS: 24 has. ENROLLMENT FEE: 395
MATERIALS/SUPPLIES FEE:  None ENROLLMENT EXPECTED: 10-25

DESCRIPTION OF OFFERING: Catering is a business that has become very popular, especially for those who

love to cock and plan parties, From weddings, to showers, to business parties,
catering is a home-based business that gives the caterer an exciting and creative
career. In this introductory course, students will learn how to put their cooking
and party planning skills to work. Learn the fundamentals of the catering
business, how to cook for large crowds, organize your kitchen, manage your
time, and work with clients. The course focuses on cooking skills every caterer
needs, with an introduction to the business side of catering. Students will also
receive many unique and tested recipes that can be used to jump-start a business,
Build professional catering skills and begin a new and exciting career today.

INSTRUCTOR BIOGRAPHY:  Dawn Simmons is a private caterer who has provided a mumber of catering

SPECIAL NEEDS:
Facilities:
Audio/Video:
Orther:

services for individuals and businesses. Before starting her own home-based
catering business, Dawn worked for various restaurants and worked as a caterer
for a major hotel chain. Dawn is skilled at presenting great food with flair, and
eagerly shares the tricks of her trade with her students. Take her course, and you
too will know how to create food that looks as good as it tastes.

N/A

Need software installed:

ITS notified:

ONLINE CLASS:

How offered?

Date Signature

Education To Go will host the course on Education To Go’s website through a portal
accessed through www.ave edw/academics/ccs. C&CS’s online account will be
established by Education To Go and reviewed by C&CS for final approval. An Online
Instruction Center, Online Administration Center, and Classroom will be created for
C&CS’s account.

Independent study
Online instructor X
Synchronous Only
Synchronous and Asynchronous X
Number of required sessions 12
Hybrid  N/A
Number of required sessions online vs. face-to-face

Community Services Offering Outline 12-11-2009
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Catering is a business that has hecome very popular, especially for
those who love to cook and plan parties. From weddings, to showers,
to business parties, catering is a home-based business that gives the
caterer an exciting and creative career. In this introductory course,
you will learn how to put your cooking and party planning skills to

wark. 5

Learn the fundamentals of the catering business, how to cock for large crowds, organize Instructor

your kitchen, manage your time, and work with clients. The course focuses on cooking

skills every caterer needs, with an introduction to the business side of catering. Recjuir

You'll also receive many unique and tested recipes that you can use to jump-start your Syl

business. Build your catering skills and begin a new and exciting career today. Sylk
Student

This course includes a knowledgeable and caring instructor who will guide you
through your lessons, facilitate discussions, and answer your questions. The
instructor for this course will be Dawn Simmons.

Dawn Simmons is a private caterer who has provided a number of catering
ervices for individuals and businesses. Before starting her own home-
ased catering business, Dawn worked for various restaurants and worked
s a caterer for a major hotel chain. Dawn is skilled at presenting great
‘ood with flair, and eagerly shares the iricks of her trade with her students.
. Take her course, and you too will know how to create food that looks as

=5 good as it tastes.

To purchase this course, click the Enroll Now button below:

Requirements:

Internet access, e-mail, and the Microsoft Internet Explorer or Mozilla Firefox Web browser
are also required.

Note: Food preparation laws and licensing vary from state-to-state. It is important to always
check your local and state government for licensing information and restrictions.

Syllabus:

http://www.ed2go.com/cgi-bin/oic3/newcrsdes.cgi?name=vip&course=bac&title=Secrets...  11/4/2009
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All courses run for six weeks, with a two-week grace period at the end. Two lessons are
released each week for the six-week duration of the course. You do not have to be present
when the lesson is released, but you must complete each lesson within two weeks of its
release.

A new section of each course starts on the second or third Wednesday of each month. If
enrolling in a series of two or more courses, please be sure to space the start date for each
course at least two months apart.

Week One
Wednesday - Lesson 01

Have you dreamed of having fun and making money while cooking delicious food? Well,
dream no more! Today we're going to learn all about the wonderful world of catering. You'll
find out what the catering business is really like. We'll look into the ups and downs of
having a home-based business. You'll get to explore your personal skill set. And finally,
you'll do some cooking.

Friday - Lesson 02

Chefs often say that the key to great cooking is using quality ingredients. But what exactly
are quality ingredients any way? After today, you'll know what they are and how to choose
them. You'll also learn how to build your perscnal pantry so that you always have the right
tools on hand for any kind of catering activity. And you'll get what every caterer needs:
several exciting and delicious recipes.

Week Two
Wednesday - Lesson 03

Since we're first attracted to food with our eyes, delicious food also needs to be beautiful.
In this lesson, you'll discover techniques for making any dish visually attractive. You'll
tearn how to arrange and present food in creative ways. You'll find out about easy and
effective garnishes and how to work with them. And then you'll get to practice your new
skills with several recipes.

Friday - Lesson 04

Appetizers and hors d' oeuvres are an important part of any catered meal. So in this
lesson, you'll learn how to pair appetizers and hors d' ceuvres with entrées. You'll see how
to make them atfractive and how to present them to your guests. And last, but not least,
you'll get several tried-and-true appetizers and hors d' ceuvres recipes.

Week Three
Wednesday - Lesson 05

Today you'll learn the secrets caterers use to prepare delicious main courses. You'll find
out how to choose the best main course, select the right ingredients for them, and serve
them to your guests. And you'll have the opportunity to prepare several main courses.

Friday - Lesson 06

From brownies to cheesecake, everyone loves dessert! So today we'll explore different
kinds of desserts and how to choose the right one for your event. You'll learn a number of
dessert-making secrets and you'll have an opportunity to prepare several of them.

Week Four
Wednesday - Lesson 07

Drinks are an important part of any meal. As a caterer, you'll always want to serve
beverages that are refreshing and unique. So in this lesson, you'll learn all about teas,
coffees, and punches. You'll get delicious recipes you can try and you'll see how to
garnish drinks for that extra special touch.

hitp://www.ed2go.com/cgi-bin/oic3/newcrsdes.cgi?name=vipé&course=bac&title=Secrets...  11/4/2009
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Friday - Lesson 08

Stemware, flatware, dishes, oh my! Don't worry: serving dishes don't have to be cause for
great concern. With just a few tips and tricks under your belt, you'll learn how to choose
the best serving dishes and flatware for any occasion. Today you'll see how to keep things
practical, but still make everything beautiful. You'll also learn how to formally arrange
flatware for any occasion. And of course, you'll get more recipes.

Week Five

Wednesday - Lesson 09

Condiments and sides are a critical part of a great meal. They can also be a big
headache. But with the skills you'll learn today, you'll be able to provide condiments and
sides without any fuss. You'll find out how to serve them easily, safely, and without a
bunch of problems.

Friday - Lesson 10

Menu planning may seem a bit overwhelming. After all, combining the right items with the
right event can be difficult. But you can master this planning skill! In this lesson, you'll learn
to create the perfect menu for the perfect event. You'll see how you can manage menu
items and keep your menu from becoming boring or too complicated. You'll even find a
number of sample menus and recipes you can use for your events.

Week Six

Wednesday - Lesson 11

Since catering is a business, you'll need to manage expenses and turn a profit. Today,
we'll cover managing the business of catering. You'll learm how to price menus, figure
profit, track your income and expenses, create contracts, and arrive at a healthy bottom
line. You'll also find out how to set personal boundaries and take care of yourself so that
your catering business doesn't overwhelm your life.

Friday - Lesson 12 .
In this lesson, we'll walk through a day in the life of a caterer. You'll see how to work with
your client, how to help your client choose the right food, and how to get a signed contract
and down payment. Next, you'll discover how to organize your time, plan the event, and
deliver your first job with great success. Using what you learn today, you'll be able to plan
and complete your first catering job!

To purchase this course, click the Enroll Now button below:

Student Reviews:

s "l am elated that | chose to take this particular course. | enjoy cooking and entertaining
guest on a regular basis. The course has really taught me some imporiant information that |
was not aware of."

s "| enjoyed this course very much. ['ve already toid my friends about it. Thank you for
making it sa interesting and covering so many topics of concern.”

http://www.ed2go.com/cgi-bin/oic3/newcrsdes.cgi’name=vip&course=bac&title=Secrets...  11/4/2009
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e "l found this course wonderful, exciting,and fun. All the recipies that | tried were
delicious, and when I shared them with my friends they got rave reviews. Several of the
people who tried the chocolate-chip cookie dough truffies asked me for the recipe! Thank
you so much for all your help. This was the most fun I've had taking a course—ever!"

» "l really enjoyed the course. | will be using the lessons in my everyday cooking. | love to
cook-1 might consider doing catering after | retire from my corporate job. Thanks for all the
wonderful recipes.”

¢ "[took this course for fun, but actually learned a lot more than | expected to. Thank you
very much for a fun and informative class. | hope you offer other courses in the future."

¢ "This was the BEST CLASS | have taken so far. | have learned a great deal and will use
the knowledge that | got out of this class in the present and future. | recommend this course
to anyone! Thanks Dawn!"

To purchase this course, click the Enroll Now button below:

Enroll New -

Recommended Courses:

Students who enrolied in Secrets of the Caterer were also interested in the following
courses:

Creating a Successful Business Plan

Effective Selling
Get Paid to Travel

Luscious, Low-Fat, Lightning-Quick Meals

Listen to Your Heart, and Success Will Follow

Return to the Career Development Department

View Other Departments

Home + Courses - Orientation + Clagsroom » Help = Contact + About Us - News - Demo « FAQ

Copyright © 2009 Education To Go. All rights reserved. The material on this site cannot be reproduced or redistributed unless you
have obtained prior written permission from Education To Go. Education To Go and ed2go are registered trademarks of
Education Te Go, Inc.
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ANTELOPE VALLEY COLLEGE

Academic Affairs Office
COMMUNITY SERVICE OFFERING

OLBS.1011-010

The Analysis and Valuation of Stocks

Aaron Clarey

24 his. ENROLLMENT FEE: $95
None ENROLLMENT EXPECTED: 10--25

The Analysis and Valuation of Stocks is a comprehensive course designed to
provide students with conventional and advanced techniques in researching and
valuing stocks. Starting off with the basics, students will learn how to read
financial staternents and calculate financial ratics, and then move on to perform
industrial comparisons, value stocks, and conduct economic and industrial
research. This course is taught in a manner that uses everyday language, simple,
yet insightful analogies, and a just-the-facts attitude that you will understand and
appreciate. By the end of this course, students will have a strong foundation in
the analysis and valuation of stocks.

Aaron Clarey received his Bachelor of Science in Finance with High Honors
from the University of Minnesota. Since 1998, Aaron has been teaching a wide
array of classes on finance and investing, including How to Invest Online,
Figuring Out Your 4011, The Analysis and Valuation of Stocks, and Stocks,
Bonds, and Investing; Oh My! His classes take the fear out of finance and
investing by making personal financial management easy and understandable for
everyone. During the day, Aaron works as a banking analyst. At night, he
moonlights as a ballroom dance instructor. In the summer, he is an avid amateur
paleontologist, hosting The Great Twin Cities Fossil Hunt for children. He is
also the author of the popular book, Behind the Housing Crash—Confessions of
an Insider,

Date Signature

ONLINE CLASS: Education To Go will host the course on Education To (Go’s website through a portal
accessed through www.ave edu/academics/ces. C&CS’s online account will be
established by Education Te Go and reviewed by C&CS for final approval. An Online
Instruction Center, Online Administration Center, and Classroom will be created for
C&CS’s account.

How offered?  Independent study
Online instructor X

Asynchronous Only __ X |

Synchronous Only

Synchronous and Asynchronous X
Number of required sessions 12

Community Services Cffering Outline 12-11-2009
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Portal used, web address listed: www.avc.edw/academics/cosm
Enrollment: Start dates Once a Month Open ¥ N
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The Analysis and Valuation of Stocks is a comprehensive course
designed to provide you with conventional and advanced techniques
in researching and valuing stocks. Starting off with the basics, you
will learn how to read financial statements and calculate financial
ratios, and then move on to perform industrial comparisons, value

stocks, and conduct economic and industriat research. Instructor

This course is taught in a manner that uses everyday language, simple, yet insightful Requir

analogies, and a just the facts aftitude that you will understand and appreciate. By the end

of this course, you will have a strong foundation in the analysis and valuation of stocks. Syll;
Student

This course includes a knowledgeable and caring instructor who will guide you Recommeni

through your lessons, facilitate discussions, and answer your questions. The
instructor for this course will be Aaron Clarey.

Aaron Clarey received his Bachelor of Science in Finance with High
Honors from the University of Minnesota. Since 1998, Aaron has been
eaching a wide array of classes on finance and investing, including
How fo Invest Online, Figuring Out Your 401k, The Analysis and
Valuation of Stocks, and Sfocks, Bonds, and Investing; Oh My! His
classes take the fear out of finance and investing by making personal
inancial management easy and understandable for everyone. During
4 the day, Aaron works as a banking analyst. At night, he moonlights as
balliroom dance instructor. In the summer, he is an avid amateur
sinis paleontologist, hosting The Great Twin Cities Fossil Hunt for children,
He is a[so the author of the popular book, Behind the Housing Crash—Confessions of an
Insider.

To purchase this course, click the Enroll Now button beiow:

r

Requirements:

A comprehension of high school mathematics and an interest in researching stocks is
needed for this course. Infernet access, e-mail, and the Microsoft Internet Explorer or
Mozilla Firefox Web browser.

http://www.ed2go.com/cgi-bin/oic3/newcrsdes.cgi“name=vip&course=10f&title=The%20... 11/4/2009
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Syllabus:

All courses run for six weeks, with a two-week grace period at the end. Two lessons are
released each week for the six-week duration of the course. You do not have to be present
when the lesson is released, but you must complete sach lesson within two weeks of its
release.

A new section of each course starts on the second or third Wednesday of each month. If
enrolling in a series of two or more courses, please be sure to space the start date for each
course at least two months apart.

Week One
Wednesday - Lesson 01
Introduction and Welcome

Friday - Lesson 02
Infroduction to Annual and Quarterly Reports

Week Two
Wednesday - Lesson 03
Financial Statements—Part |

Friday - Lesson 04
Financial Statements—Part il

Week Three
Wednesday - Lesson 05
Financial Ratios—Part |

Friday - Lesson 06
Financial Ratios——Part ||

Week Four
Wednesday - Lesson 07
Case Studies and Industrial Comparisons

Friday - Lesson 08
The Value of a Stock

Week Five
Wednesday - Lesson 09
Valuation Techniques

Friday - Lesson 10
Economics and the Outside Environment

Week Six
Wednesday - Lesson 11
Researching Resources

Friday - Lesson 12
Hodgepodge

http://www.ed2go.com/cgi-bin/oic3/newcrsdes.cgiTname=vip&course=10{&title=The%20... 11/4/2009
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+

practice in building my stock portfolic."

To purchase this course, click the Enroll Now button below:

MEnrnII [ [uctly

Recommended Courses:

Students who enrolled in The Analysis and Valuation of Stocks were also interested in the
following courses:

Keys to Successful Money Management

Stocks, Bonds, and Investing: Oh, My!

Return o the Personal Finance & Wealth Building Department

View Other Departments

Home + Courses - Orientation + Classroom + Help - Contact * AboutUs » News « Demo * FAQ

Copyright ® 2009 Education To Go. All rights reserved. The material on this site cannot be reproduced or redistributed unless you
have obtained prior written permission from Education To Go. Education To Go and ed2ge are regisierad trademarks of
Education To Go, Inc.
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ANTELOPE VALLEY COLLEGE
Technical Education Division

DATE: February 14, 2011

TO: Academic Policies and Procedures Committee

FROM: Margaret M. Drake, De
Joe Owens, Instructor

Rick Motawakel, AP&P [Representative %/

SUBJECT: Request to make two Air Conditioning and Refrigeration courses Obsolete

[ would like to request that the following courses be made obsolete:

ACRYV 100 — Refrigeration Basics
ACRYV 198 — Heating and Air conditioning Seminars

These courses have not been offered for two academic years and have not been brought
forward to AP&P for renewal. Therefore, we ask that the above request be granted
without hesitation.

Thank you.

MMD:mr

Antelope Valley College ... Imagine the Possibilities
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ANTELOPE VALLEY COLLEGE
DIVISION OF MATHEMATICS, SCIENCE and ENGINEERING

MEMO

February 10, 2011

To:  Mrs. Sharon Lowry, V.P. Academic Affairs /
Ms. Maria Clinton, Co-chair AP&P

From: Dr. Les Uhazy, Dean (

Re: Declaration of BIOL 205 Introduction to Biotechnology as Obsolete

Introduction to Biotechnology, BIOL 205 was created in 1999 and has never been taught.
Although scheduled multiple times, it has never attracted enough students to be taught.
With the importance of biotechnology in contemporary biological research and the
nations economy, the Division has decided to declare the current course as obsolete and
removed it from the Course Catalogue. However, Drs. Fredette and Salameh have begun
the process of developing a new biotech course that will be presented to the Academic
Policies and Procedures Committee in the near future.
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Antelope Valley College 7
Business, Computer Studies, and
Economic Development Division

MEMORANDUM

DATE: March 16, 2011
TO: AP&P Commitiee
FROM: Dr. Tom O’Neil, Dean

Beverly Beyer, AP&P Rep/’:ﬁ )

SUBJECT:  Obsolete Courses

The following courses have not been taught, and should be moved to obsolete.

WR 902 Job Search Preparation
WR 904 Surviving the Job Probation Period
WR 906 Developing as a Professional: Promotability

If you have any questions, please contact me at your earliest convenience at Ext, 6370.

Thank you.
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ANTELOPE VALLEY COLLEGE
Technical Education Division

DATE: March 9, 2011
TO: Academic Policies and Procedures Committee

FROM: Margaret M. Drake,@

Melissa Ramiro, Instructor w,

SUBJECT: Request to make Clothing and Textiles courses Obsolete
Renumbering of Clothing and Textiles Program - Old to New

I would like to request that the following courses be made obsolete:

CT 115 — Speed Tailoring
CT 120 — Introduction to Sergers
CT 225 — Clothing Construction Techniques for Wearable Art

The Clothing and Textiles certificate program has been revised and these courses have
been removed from the certificate and will not be taught. Therefore, we ask that the
above request be granted without hesitation.,

CLOTHING AND TEXTILES PROGRAM REVISION
This is the new numbering system for the Clothing and Textiles Program. Listed is old
number to new number.

CT 100 CT 100 | Introduction to Fashion 3.0 none
CT 102 CT 102 | Textiles 3.0 none
CT 050 CT 105 | Principles of Sewing 3.0 none
CT 110 CT 110 | Fundamentals of Clothing Construction 3.5 none
CT 101 CT 114 | Principles of Clothing Selection 3.0 none
CT 141 CT 200 | Tailoring Techniques—Alterﬂgtions & Fit 3.5 CT 110
CT 112 CT 212 | Intermediate Construction — Pants 3.5 CT 110
CT 242 CT 222 | Pattern Making Flat Pattern 3.5 CT 110
CT 213 CT 241 | Advanced Construction-Fashion Sewing 3.5 CT 110
CT 243 CT 243 | Draping for Fashion Design 3.5 CT 110
MMD:mr

Antelope Valley College... Imagine the Possibilities
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ANTELOPE VALLEY COLLEGE
Social and Behavioral Sciences Division

MEMORANDUM

RECREDN T
MAR — T 2011

Date: February 23, 2011 )
. BY: (Y e tecady

To: AP & P Committee 7

From: Dr. Tom O’Neil, Deaxr

Dr. Fredy Aviles /‘

Dr. Irit Gat 'éz\ )
Dr. Darcy Wi alm

Subject: Request to Make Psy 101 ITV Obsolete

We would like to request that the following course be made obsolete:
PSY 101 ITV

This course is down on enrollment and there is only one adjunct instructor that teaches Psy 101 in this
format. PSY 101 is now available online and is an increasingly popular option for students.

Thank you for the consideration and please contact us with any further questions.

Antelope Valley College... Imagine the Possibilities
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ANTELOPE VALLEY COLLEGE
Social and Behavioral Sciences Division

RECE ED
| WMAR

MEMORANDUM

Date: March 11, 2011
To: AP & P Commiittee
From: Dr. Tom O’Neil, Dean .

Dr. Darcy Wiewall

Subject: Request to Make NCR 910 — US Constitution Exam

We would like to request that the following course be made obsolete:
NCR 910 - US Constitution Exam

This course has transitioned to Corporate and Community Education and, therefore, is no longer
offered by Social and Behavioral Sciences Division.

Thank you for the consideration and please contact us with any further questions.

Antelope Valley College... Imagine the Possibilities



