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At Newport 

Business 

Institute, we help 

you focus on your 

future!

Newport 

Graduates 

Succeed!

Directory Information

Newport Business Institute may release the following directory 

information without student consent: name, local and 

permanent address, local and permanent telephone number, 

email address, photographs, date and place of birth, dates 

of attendance and degrees and honors awarded, major 

field of study, class schedule, awards received, and previous 

educational agency or institution attended by the student.

2009-2010 School Calendar

Courses begin every six weeks for online programs. These dates 

reflect the beginning of each module.

January 19, 2009

March 2, 2009

April 13, 2009

May 25, 2009

July 6, 2009

August 17, 2009

September 28, 2009

November 9, 2009

December 28, 2009

February 8, 2010

March 22, 2010

May 3, 2010

June 14, 2010

July 26, 2010

September 6, 2010

October 18, 2010

November 29, 2010
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Standards of Satisfactory Progress
The academic year for students enrolled at Newport Business Institute 
is three 12-week quarters per year. The school determines at the end 
of each quarter that a student is progressing satisfactorily, using the 
grade point average. The student is notified of academic probation 
or academic suspension status by a letter and notification of a 
required meeting with the director. At the time of meeting with the 
Distant Learning Director, an academic probation or suspension form 
will be faxed to the student to sign and faxed back to the Distant 
Learning Director.

The maximum allowable time frame for a student to complete the 
program in which he/she has originally enrolled is 1.5 times the length 
of the program.

Academic Probation/Suspension. Students whose grade point 
average falls below a 2.0 for any quarter are placed on academic 
probation for the next quarter. A quarter (two modules) is the 
grading period used in applying these standards. Students placed 
on academic probation must have at least a 2.0 grade point 
average for the probationary quarter and must complete a minimum 
of 60 percent of a normal class load during that quarter to avoid 
suspension. If the student does not have a grade point average of 
at least 2.0 for the probationary quarter, the student is suspended 
for one quarter unless mitigating circumstances exist.

Students reentering school after being suspended for one quarter 
for failure to meet the grade point average or minimum work 
completion requirements shall not be eligible for financial aid during 
their first quarter of reentry. If the student corrects the deficiency that 
caused the suspension by the end of the reentry quarter, financial 
aid eligibility is reestablished beginning with the next quarter. If the 
student does not correct the deficiency that caused the suspension 
by the end of the reentry quarter, the student will be dismissed from 
the ASB degree program.

Extended Enrollment Status. If a student loses his/her ASB degree 
status because of not meeting satisfactory progress or cumulative 
GPA requirements, he/she may be placed on an extended 
enrollment status and may continue training as a certificate student. 
Certificate students are ineligible for any federal, state, or other 
student financial aid. Reentry into the ASB degree program will be 
based on the student achieving a minimum cumulative GPA of 2.0 
and successfully completing 60% of the credits attempted. 
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The student may then be eligible for federal, state, or other student 

financial aid. However, in no circumstances may the student exceed 

the 150% maximum time frame as outlined above and graduate 

in the original program. Credits taken by the student on extended 

enrollment status will be counted as credits attempted and will be 

used in calculating cumulative GPA.

Appeal Process. Any student certified as not demonstrating 

satisfactory progress has the opportunity to appeal the action. 

Appeals must be in writing to the director. A student who wishes 

to appeal a satisfactory progress decision may have special or 

mitigating circumstances.

The student should explain what type of circumstances contributed to 

theacademic problem and what plans the student has to eliminate 

those potential problems inthe future. Each appeal evaluation is an 

individual judgment based on the student’s recordand personal 

circumstances.

An appeal of the satisfactory progress decision will be taken to the 

faculty advisor in the student’s program area, the director, and the 

financial aid administrator. The results of the appeal will be given to 

the student and to the financial aid office. In the event a student 

is not satisfied with an appeal decision, he/she may appeal to the 

president of Newport Business Institute.

Successful student appeals will result in an appropriate individual 

adjustment to the satisfactory progress policy. If the appeal is 

approved, the student will continue in school. The student will have 

one quarter to correct all academic deficiencies and will be on 

academic probation for that quarter.

Some examples of extenuating personal circumstances for which 

an appeal may be made are illness, death of a family member, 

employment responsibilities, change in program of study, or the 

length of time since previous enrollment. Appropriate documentation 

should accompany the appeal.

Incompletes. 

An incomplete is identified on the report card with an “I.” An 

incomplete grade must be removed two weeks after the completion 

of the course or it automatically becomes an “F.” This time frame 

may be adjusted at the discretion of the Distant Learning Director or 

instructor. The incomplete grade has no effect on the GPA. 
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However, the incomplete grade is considered as credits attempted 
but not computed in calculating the percentage needed for 
satisfactory academic progress. After the two-week period 
and the course completion, the student receives his/her grade, 
and the student’s GPA and satisfactory academic progress are 
recalculated. 

Additions/Withdrawals.  
A student dropping a course before the end of the third week 
will receive the notation “W” on the transcript. A course with the 
designation of “W” has no effect on the six week module’s grade 
point average and is not considered as credits earned in calculating 
the percentage needed for satisfactory progress. It is, however, 
counted as credits attempted in determining the maximum course 
completion length allowed.

After the third week, the student will receive an “F” for the dropped 
course. The grade does have an effect to the six week module’s 
grade point average and is considered as credits earned in 
calculating the percentage needed for satisfactory progress. It is 
counted as credits attempted in determining the maximum course 
completion length allowed.

Repetitions.
A repeated course is identified on the transcript with an asterisk 
beside the grade. A student may repeat a course only one time after 
failing (or receiving a “D” in a course considered a “major” course). 
The grade and credits earned for a repeated course are included 
when determining the GPA but not when determining satisfactory 
academic progress for financial aid purposes

Transfer Credits.
Transfer credits that apply to the program count toward the actual 
time frame (quantitative standard) of a student’s program but not 
toward his/her GPA (qualitative standard).

Return to School After a Withdrawal.
If a student withdrawals from school and wishes to return, he/she 
must first complete an application form. If the student’s prior 
account is paid in full, the admission’s office will then send he/she a 
new enrollment agreement. If a balance remains on the student’s 
account, he/she must contact the financial aid office for payment 
arrangements.

Once the financial aid office receives the student’s application form 
and enrollment agreement, it will begin to reinstate the student’s 
financial aid if he/she is eligible. If the student is returning in a new 
academic award year, he/she will need to apply for financial aid by 
completing a Free Application for Federal Student Aid (FAFSA).
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“I loved the school 

atmosphere, and 

everyone was very 

helplful.”

Chris Sieminski 
Laliberte
Stenographic
Attorney Jerry R. Little
Administrative Assistant

Grading
	 1.	 The following grading scale is used.
	 A	 Excellent............................. 90% to 100%....................... 4.00
	 A*	 No QPA Computed.......... 90% to 100%....................... 0.00
	 B	 Good.................................. 80% to 89%......................... 3.00
	 B*	 No QPA Computed.......... 80% to 89%......................... 0.00
	 C	 Average............................. 70% to 79%......................... 2.00
	 C*	 No QPA Computed.......... 70% to 79%......................... 0.00
	 D	 Danger............................... 60% to 69%......................... 1.00
	 D*	 No QPA Computed.......... 60% to 69%......................... 0.00
	 F	 Failure................................. Below 59%.......................... 0.00
	 F*	 No QPA Computed.......... Below 59%.......................... 0.00
	 I	 Incomplete........................ Credit Withheld................. 0.00
	 P	 Passing................................ Credit Granted.................. 0.00
	 CR	Pre-tested Credit............... Credit Granted.................. 0.00
	 TR	 Transfer Credit................... Credit Granted.................. 0.00
	 NC	Non Credit......................... Credit Withheld................. 0.00
	 AU	Audited Class.................... Credit Withheld................. 0.00
	 W	 Withdrawal........................ Credit Withheld................. 0.00

		  A student will receive a “W” if the student withdraws before 
the third week; after the third week, the student will receive 
an “F” for the course.

	 2.	 The grading scale will be on the transcript, so employers 
may judge the quality of students’ work.

	 3.	 Cheating will not be tolerated. Our diplomas and degrees 
have value; we do not want someone who cheats to have 
one. When you cheat as an adult, you cheat yourself by 
not obtaining skills for the workplace. If you cheat and 
receive your degree, you cheat your fellow students and our 
institution, because you would be representing us without 
obtaining the skills we attempted to teach you. If you are 
caught cheating the first time, you fail the class; second 
time, you are terminated from this institution.

	 4.	 Each student is named to the Dean’s list at the end of 
every two modules if he/she maintains an average of 3.5 
or higher.   

Course Numbering System
The course numbering system consists of 100 and 200 level 
courses. The 100 level courses are taken in the first academic 
year, and 200 level courses are taken in the second academic 
year.
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Readmission Procedure
Students requesting readmission must submit an application 
to the Distant Learning Director for consideration.  The Distant 
Learning Director will contact the student to evaluate the 
reasons the student has requested readmission. If the student was 
dismissed due to academic progress deficiencies, that student 
must indicate in writing the desire to progress satisfactorily in 
the program.  Students dismissed due to other reasons will be 
expected to provide sufficient reasoning in writing that would 
justify readmission. Following this evaluation, the Distant Learning 
Dirctor will determine a final decision on readmission. Students 
granted readmission will re-enter on a probationary period of 
one module.

Student Conduct/Termination & 
Dismissal
In addition to unsatisfactory grades, a student will be suspended 
or expelled for unacceptable behavior, malicious damage 
or theft of school property, or excessive absences.  Newport 
reserves the right to suspend or permanently dismiss any student 
whose conduct is detrimental to the training environment.  We 
further reserve the right to dismiss any student whose conduct, 
work, or attendance is for any reason unsatisfactory.  A student 
may also be dismissed for financial delinquency.  
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Student Services
All Associate in Specialized Business Degree graduates of 
Newport Business Institute are entitled to placement assistance. 
No school can guarantee placement for its graduates; however, 
we assure all our graduates full cooperation and assistance in 
securing employment upon graduation and also in the future.

It is possible in many cases to place Newport Business Institute 
graduates not only in the specific field they desire, but also in the 
locations they specify. Placement is not limited to a particular 
part of the country.

National Graduate Services
It is possible in many cases to place Newport Business Institute 
graduates not only in the specific field they desire, but also in 
the location they specify.  Graduate Services is not limited to a 
particular part of the country.

As a member of the Career College Association, which includes 
hundreds of schools throughout the country, the school has 
many sources to contact when a new graduate wishes to 
secure his/her first position in a particular area or when a former 
graduate wishes to relocate.

The Graduate 

Services 

Department 

has developed 

innovative 

techniques to 

effectively insure 

the student’s 

marketability 

in the business 

world.
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The need for secretaries who are trained in the field of medicine 
and surgery is growing each year. Medical associations, 
insurance companies, doctors, hospitals, and clinics look for men 
and women who have specialized in the medical secretarial 
field. This program prepares the student not only for the medical 
secretarial field, but also for secretarial positions in the field of 
business.

The following is a list 
of career options 
available upon 
completion of your 
classroom training:

	•	MEDICAL  
SECRETARY

	•	MEDICAL  
TRANSCRIPTIONIST

	•	MEDICAL 
ASSISTANT

	•	MEDICAL 
RECORDS 
TECHNICIAN

	•	MEDICAL 
OFFICE 
MANAGER

	•	INSURANCE 
CODER

Secretarial Science

Medical Option
Awards the Associate in Specialized Business Degree

Module 1 (6 credits)
BA 107	 Keyboarding for 
	 Microcomputers
K 101	 Psychology of Success

Module 2 (9 credits)
C 101	 Computer Concepts I
GE 104	 Mathematics
MD 101	 Anatomy & Physiology I

Module 3 (6 credits)
GE 101	 Communication I
MD 102	 Anatomy & Physiology II

Module 4 (9 credits)
K 102	 Intermediate 
	 Keyboarding  
	 for Microcomputers
C 102	 Computer Concepts II
MD 103	 Medical Terminology

Module 5 (6 credits)
AC 101	 Accounting I
GE 102	 Communication II

Module 6 (9 credits)
MD 105	 Medical Records I
GE 105	 Human Relations
WP 101	 Word/Information  
	 Processing

Module 7 (6 credits)
AC 109	 Electronic Spreadsheets
MD 107	 Medical Records II

Module 8 (9 credits)
MD 104	 Medical Office  
	 Procedures
S 101	 Speedwriting
GE 106	 Geography of  
	 Pennsylvania

Module 9 (6 credits)
MD 108	 Insurance Coding
BA 102	 Records and Database  
	 Management

Module 10 (9 credits)
GE 103	 Public Speaking
EC 102	 Electronic Calculators
EP 101	 Executive Office 
Procedures I

Module 11 (15 credits)
MD 106	 Medical Practicum
OR Take Additional Classes
MD 215	 ICD 9 Coding
MD 222	 Clinical Medical  
	 Procedures

Module 12 (15 credits)
MD 106	 Medical Practicum
OR Take Additional Classes
MD 218	 CPT 4 Coding
MD 220	 Healthcare Career 
	 Development
BA 115	 Principles of  
	 Management
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AC 101 ACCOUNTING I
3 Credits
The study and application of the entire accounting 
cycle starting with the business transaction and 
ending with the post-closing trial balance. The 
accounting cycle is considered for both a personal 
service enterprise and a retail enterprise. This course 
is the foundation of all future accounting courses.

AC 109 ELECTRONIC SPREADSHEETS
3 Credits
PREREQUISITE COMPUTER CONCEPTS I
This course is designed to present to the student 
techniques for efficient and productive use of 
spreadsheets and provide them with a working 
knowledge of the basic capabilities of current 
applicable software.

BA 102 RECORDS AND DATABASE
MANAGEMENT
3 Credits
The purpose of this course is for students to learn 
how to manage paper, film, and computer records. 
They will learn how to solve records and database 
management problems faced by employees in 
a variety of office occupations: administrative 
support, junior management, accounting, data 
processing, word processing, stenography, and 
records management. All basic rules of filing will 
be covered.

BA107 PSYCHOLOGY OF SUCCESS
3 Credits
This course develops a positive approach to lifelong 
learning. Students are encouraged to identify 
specific short and long-term goals with a detailed 
plan for personal and career achievement.

BA115: Principles of Management   
3 credits
This class introduces the students to principles of 
scientific office management and the responsibilities 
of management for healthcare services, layout, 
space utilization, furniture and equipment, machines 
and appliances, branch office management, 
unions, personnel problems, training for workers, 
costs, and methods of procedure.

C 101 COMPUTER CONCEPTS I
3 Credits
This course provides a general introduction to 
computers and information processing. Topics 
covered include computer hardware and software; 
input, processing, and output; storage; database 
organization; the Internet; etc.

C 102 COMPUTER CONCEPTS II
3 Credits
PREREQUISITE COMPUTER CONCEPTS I
This course introduces students to Microsoft 
Windows. Among the topics covered are use of a 
mouse; management of programs and files; use of 
Wordpad, Paint, Clipboard, and other accessories; 
and printing.

Course Descriptions EC 102 ELECTRONIC CALCULATORS
3 Credits
The student will learn the correct use of an electronic 
calculator in relation to the four basic mathematical 
functions: addition, subtraction, multiplication, and 
division. Speed and accuracy are emphasized in this 
course. Through the use of simulations, the student 
will integrate accounting, calculator, and business 
math knowledge.

EP101 EXECUTIVE OFFICE PROCEDURES I
3 Credits
PREREQUISITE KEYBOARDING FOR
MICROCOMPUTERS AND INTERMEDIATE
KEYBOARDING FOR MICROCOMPUTERS
This course focuses on completing projects that 
integrate business terms, critical thinking strategies, 
and Web-research skills into document production. 
Related learning and success tips are included 
to improve workplace efficiency and enhance 
professional development.

EP 102 EXECUTIVE OFFICE PROCEDURES II
3 Credits
PREREQUISITE KEYBOARDING FOR
MICROCOMPUTERS, INTERMEDIATE
KEYBOARDING FOR MICROCOMPUTERS
AND EXECUTIVE OFFICE PROCEDURES I
A continuation of Executive Office Procedures I, 
this course emphasizes the use correlation, and 
integration of various Microsoft programs such as 
Word, PowerPoint, Access, and Excel into an office 
environment while continuing to include Web-
based research and productivity. Efficiency and 
professional development are stressed.

EP 103 EXECUTIVE OFFICE PROCEDURES III
3 Credits
PREREQUISITE KEYBOARDING FOR
MICROCOMPUTERS, INTERMEDIATE
KEYBOARDING FOR MICROCOMPUTERS
AND EXECUTIVE OFFICE PROCEDURES I-II
This course teaches the student to transcribe 
quickly and accurately over one hundred letters, 
memorandums, forms, and other documents from 
cassette dictation. Emphasis is upon correct spelling, 
punctuation, capitalization, and formatting.

K 101 KEYBOARDING FOR MICROCOMPUTERS
3 Credits
This course is an introduction to the keyboard 
by touch on microcomputers. A combination of 
text and software helps students gain speed and 
accuracy. Once they have mastered the keyboard, 
students move on to the formatting of reports, letters 
and tables.

K 102 INTERMEDIATE KEYBOARDING 
FOR MICROCOMPUTERS
3 Credits
PREREQUISITE KEYBOARDING FOR
MICROCOMPUTERS
A continuation of Keyboarding for Microcomputers 
that includes straight copy, timed writings, letter 
styles, business forms, and more advanced tables 
and report formats.
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L 101 LAW I
3 Credits
The purpose of this course is to give the student 
an understanding of the history and development 
of our legal system and a knowledge of the legal 
principles in the areas of contract, negotiable 
instruments, and agency.

L 102 LAW II
3 Credits
PREREQUISITE LAW I
This course provides the student insight concerning 
governmental regulations as related to the leasing 
and transfer or personal and real properly.

MD 101 ANATOMYAND PHYSIOLOGY I
3 Credits
This course traces the organization of the human 
body from the single cell and includes the 
integumentary, skeletal, muscular, nervous, sensory, 
and endocrine systems. The student will build a 
foundation of medical terms to be used throughout 
all the medical courses.

MD 102 ANATOMYAND PHYSIOLOGY II
3 Credits
PREREQUISITE ANATOMY AND PHYSIOLOGY I
Beginning where MD 101 ended, this course of 
study includes the blood, heart, circulatory system, 
immunity, lymph system, respiration, digestion, 
urinary and reproductive systems. An oral report is 
required at the end of the course.

MD 103 MEDICAL TERMINOLOGY
3 Credits
PREREQUISITE ANATOMY AND
PHYSIOLOGY I, CO-REQUISITE ANATOMY
AND PHYSIOLOGY II
The student will analyze many medical words and 
establish a solid base on which to build a large 
medical vocabulary. Correct spelling is emphasized, 
and written homework reinforces classroom drills.

MD 104 MEDICAL OFFICE PROCEDURES
3 Credits
PREREQUISITE MEDICAL TERMINOLOGY
One half of this course is designed to familiarize the 
medical secretary with the routine business office skills 
and procedures that will be used in the physician’s 
office and hospitals. Topics include medicolegal 
communication, telephone technique, medical 
records keeping, and introduction to insurance 
forms. The second half of the course introduces 
MediSoft, a widely used patient accounting 
software. Using the computer, students will learn 
to schedule appointments, handle billing, and 
produce reports.

MD 105 MEDICAL RECORDS
3 Credits
This course is designed to introduce the student 
to medical record transcription. Using transcribing 
equipment, the student will transcribe a variety of 
medical reports while learning format, punctuation, 
and medical terminology.

MD 106 MEDICAL PRACTICUM
15 Credits
PREREQUISITE: A passing grade in each of the 
twenty-five courses required for the Associate 
in Specialized Business Degree-Medical Option 
program as stated on page 23 of the catalog.
In cooperation with local medical organizations, 
the student will spend 375 hours gaining practical 
experience in a medical setting. This experience 
may be obtained in one or more departments of 
a hospital, such as radiology, or pathology; or at a 
physician’s office.

MD 107 MEDICAL RECORDS II
3 Credits
PREREQUISITE MEDICAL RECORDS
The basic objective of this course is to familiarize 
the student with an extensive word and phrase 
base as well as the more basic reports used in a 
typical hospital or physician’s office. The objective 
is accomplished through use of the transcribing 
equipment to give students practical experience 
transcribing medical reports. The student will focus 
on accuracy while building transcription speed.

MD 108 INSURANCE CODING
3 Credits
This course will introduce the student to the statistical 
classification system of diseases and injuries known 
as ICD-9-CM. Medicare requires the use of these 
diagnosis codes on insurance forms. The student 
will learn entry-level coding procedures. In addition, 
the student will learn basic CPT coding techniques 
for coding procedures performed by the physician.

MD215 ICD 9 
3 credits
This course provides the student with a basic 
understanding of coding and classification systems 
in order to assign valid diagnostic and procedural 
codes.

MD218 CPT 4 CODING
3 credits
This course provides the student with a basic 
understanding of CPT/HCPCS coding in health care.

MD220 HEALTHCARE CAREER DEVELOPMENT
3 credits
PREREQUISITES: MD101, MD102, MD103, MD104, 
MD105, MD107, and MD108
This course covers concepts and information 
required for the medical insurance biller and coder 
to develop the skills and attributes necessary for a 
successful career as a medical office professional.

MD222  Clinical Medical Procedures    
3 credits
This course covers skills and knowledge required 
for the medical assistant to identify and practice 
clinical medical assistant duties in the medical 
office. Topics include, but are not limited to; assisting 
with minor surgery, physical and medical specialty 
exams; clinical laboratory testing procedures; 
radiology; electrocardiology and pulmonary 
function testing; physical therapy and rehabilitation.
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GE 101 COMMUNICATION I
3 Credits
This course is an introduction to the traditional 
college-level essay. While reading and analyzing 
good model essays by others, students work through 
all levels of essay writing: development of a thesis; 
advancing and supporting the thesis; organizing 
and connecting the specific evidence; generating 
introductions, conclusions, and titles; and revising 
based upon unity, support, coherence, and 
effective sentence structure.

GE 102 COMMUNICATION II
3 Credits
PREREQUISITE COMMUNICATION I
In this course students read and analyze professional 
model essays while composing college level 
essays grouped according to pattern: description, 
narration, examples, process, cause and effect, 
comparison and contrast, definition, division and 
classification, and argumentation. Students also 
write a summary and a report.

GE 103 PUBLIC SPEAKING
3 Credits
This course provides the student with the skills 
necessary to achieve clarity and confidence 
in publ ic speaking.  Pr incip les  of  speech 
communication are introduced. The student will 
be taught to select topics, devise a main theme, 
collect data, and organize support material in 
outline format. Techniques in analyzing listeners, 
effectively communicating ideas, and projecting 
selfconfidence will be covered.

GE 104 MATHEMATICS
3 Credits
This course is designed to offer students the 
opportunity to expand their mathematical 
knowledge into the areas of descriptive statistics, 
geometry, algebra, and equation solving. It is 
intended to provide a thorough understanding of 
mathematical concepts and principles necessary 
for success in many occupations as well as daily 
living.

GE 105 HUMAN RELATIONS
3 Credits
Human Relations is a study of the social sciences 
involving the development and interaction of 
individuals on a daily basis. Students will research, 
write reports, and discuss topics which prepare 
the student for life experiences. Topics addressed 
include diversity and global issues, ethics and social 
responsibility, creative problem solving, why people 
act the way they do, and the barriers that impede 
communication between people.

GE 106 GEOGRAPHY OF PENNSYLVANIA
3 Credits
This course provides an analysis of the regional 
patterns of Pennsylvania. Topics include: topography, 
climate, water resources, mineral resources, and the 
historical development of economic regions within 
the state.

	 AC	 Accounting
	 BA	 Business Administration
	 C	 Computer Concepts
	 EC	 Electronic Calculators
	 EP	 Executive Office Procedures
	 GE	 General Education
	 K	 Keyboarding
	 L	 Law
	 LP	 Legal Office Procedures
	 M	 Math
	 MD	 Medical
	 S	 Speedwriting
	 WP	 Word/Information Processing

S 101 SPEEDWRITING
3 Credits
Speedwriting offers a fast, easy-to-learn shorthand 
combining the alphabet with symbols. Theory 
isemphasized ; there is no speed requirement.

S 102 DICTATION
3 Credits
PREREQUISITE SPEEDWRITING
Expanding on the theory learned in speedwriting, 
dictation applies the practical uses of shorthand 
in today’s office. Emphasis is also placed on the 
reference manual and proofreading.

WP 101 WORD/INFORMATION PROCESSING
3 Credits
PREREQUISITE COMPUTER CONCEPTS I-II
This course introduces students to Microsoft Word, a 
powerful and highly sophisticated windows-based 
word processing program widely used in law firms, 
medical settings, and business offices. Students learn 
to key, format, edit, store and print documents.
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NEWPORT BUSINESS INSTITUTE 
941 West Third Street 

Williamsport, PA 17701 
(724) 339-7542 or 1-800-752-7695 

 
ENROLLMENT AGREEMENT 

Online Program 
2009-2010 School Year 

 
 
Name____________________________________________________________________________________________________ 
                  (last)   (first)  (middle)   (area code/phone) 
 
Address__________________________________________________________________________________________________ 
  (street)   (city)   (state)  (zip code) 
 
Parent or Guardian__________________________________________________________________________________________ 
   (last)   (first)   (area code/phone) 
 
Address___________________________________________________________________________________________________ 
  (street)   (city)   (state)  (zip code) 
 
Birth date____/____/____ Marital Status: __single   __married     Social Security Number:_____________ 
 
Name of High School_______________________________________ Year of Graduation______________ 
 
Address________________________________________________________________________________ 
 
 
____________________________________________________________________________________________________________ 
Please check the program in which you are enrolling: 
 
DEGREE PROGRAMS – ASSOCIATE IN SPECIALIZED BUSINESS DEGREE – 90 Credit Hours 
 

Secretarial Science – Medical Option (Distance Learning) 
 

Tuition Cost and Fees for 90 Credit Hours    NOTE: “quarter” = two modules or (12) weeks 
     
Tuition per Quarter (for 4 or 5 classes)  $ 3,425.00 
Per Class (less than 4 classes)   $   856.25 
Total Tuition for 90 quarter credit-hour program $20,550.00 
Graduation Fee    $       50.00 
Laptop Fee (each Quarter except externship Quarter) $     350.00 (every 12 weeks)       
Transcript Fee    $         2.00 
 
Tuition does not include books and supplies.  An average cost of books and supplies is estimated to be $400 per Quarter.  There is no refund on 
any used books or supplies. 
 
All tuition is payable at the beginning of each module and at that time, the student should have made a tuition payment or have completed 
financial arrangements. 
 
Within five weeks after graduation, termination, or withdrawal from Newport Business Institute, the student’s unpaid balance must be paid or 
payment arrangements must be agreed upon or it will be turned over to a collection agency. 
 
The school reserves the right to change tuition and fees as conditions may require.  All tuition changes will be announced in writing at least 60 
days prior to the effective change.  Should such a change occur, a new enrollment agreement will be drawn up. 
 
TERMINATION:  The school reserves the right to terminate any student for failure to make academic progression or to meet the special skill 
requirements, proven case of dishonesty, excessive absenteeism, failure to pay school charges and improper student conduct.  Students terminated 
for the above reasons will receive an “F” grade for the courses scheduled.  The “F” grade will be included on all transcripts.  The school’s refund 
policy will be applied.  The student shall have the right to terminate training at any time by giving written notice to the school. 
 
Any student who fails to login at least once per week will be treated as either a withdrawal from the program. The exception to not logging in at 
least once per week will be when a student is hospitalized and before the end of the week submits written proof of hospitalization to the director. 
 
Any student who withdrawals from NBI and at a later date reenters must meet new program criteria. 
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REFUND POLICY:  The refund of school charges for students attending Newport Business Institute is as follows: 
If any student withdrawing has received a Federal Stafford Loan and the loan has been negotiated by the school and the student, any refund due to 
the student must be returned to the lender as a payment on the student’s loan.  If the student is attending Newport Business Institute for the first 
Quarter (first Quarter enrollment), the student must be enrolled 30 days before the school can negotiate the loan check.  If the student withdraws 
within those 30 days, the loan check will be returned to the lender and the entire loan will be cancelled. 
 
For students withdrawing from school, after classes begin, the refund of tuition charges only for each Quarter will be as follows according to the 
Pennsylvania State Board of Private Licensed School Regulations: 
    First Week 
        For a student terminating after submission of the first completed lesson but within the first week of the 6 week module, the school shall 
refund 90% of the tuition of the module. 
    Second Week 
      For a student terminating after completing the fist week but within the second week (25% of the module,) the school shall refund 75% of the 
tuition for the module. 
   Third Week 
    For a student terminating after completing the second week but with the 3rd week of the module (50% of the module), the school shall refund 
50% of the tuition for the module. 
     After 50 Percent 
        For a student terminating after completing the 3rd week of the module 50%  of the module,) no tuition will be refunded for the module. 
 
All refunds of prepaid tuition shall be made by the school within thirty days of termination of student attendance.  The termination date for refund 
computation purposes is the last date of recorded attendance. 
There is no refund of books, fees or supply charges to students who fall under the Pennsylvania State Board of Private Licensed School 
Regulations. 
Veterans who withdraw prior to the completion of their courses are calculated on a pro rata basis. 
[38 USC, 1776 (c) (13)] 
 
 
Employment Assistance:  I understand that upon graduation, I will receive employment assistance from 
Newport Business at no additional charge, and that Newport Business Institute cannot in any way or at any 
time guarantee employment.   
 
Complaint Procedure:  Students are encouraged to direct any questions or concerns regarding the school’s satisfying the Quarters of this 
enrollment agreement to the attention of the director of the school or the acting director of the school.  Questions or concerns that are not 
satisfactorily resolved by the director of the school or by other school officials may be brought to the attention of the State Board of Private 
Licensed Schools, Pennsylvania Department of Education, 333 Market Street, Harrisburg, PA 17126-0333. 
 
*I HAVE RECEIVED AND READ THE SCHOOL CATALOG. 
*I HAVE READ AND UNDERSTAND BOTH SIDES OF THIS ENROLLMENT AGREEMENT AND RECEIVED A COPY    
  FOR MY RECORDS. 
*I UNDERSTAND THIS AGREEMENT IS NOT BINDING UNTIL ACCEPTED IN WRITING BY THE SCHOOL. 
 
 
Signed______________________________________________________________________________________________________ 
   (applicant’s signature)      (date) 
 
Signed______________________________________________________________________________________________________ 
   (Parent or guardian of minor applicant)    (date) 
 
Accepted by_________________________________________________________________________________________________ 
   (Representative of Newport Business Institute)   (date) 
 
 

This agreement is not binding until it is accepted by a representative of the school. 






