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A MESSAGE FROM THE PRESIDENT 

Dear Prospective Student,  

when you invest time and money in a university education, you 
have a serious goal. Here at American Heritage, we’re committed 
to providing the tools you’ll need: a strong program, qualified 
professors and the state-of-the-art resources utilizing the Hy-
brid Mode of Instruction (HMI).   American Heritage University of 
Southern California was established with the purpose of helping 
mid-career adults and others who are hindered by their hectic 
schedules.  we are proud of the uniqueness of our school in that 
we offer a tailored course partly utilizing the Internet to provide a 
new learning experience in addition to the traditional classroom 
environment.

The unique Hybrid Mode of Instruction provides flexibility for 
students who are re-entering postsecondary training as they have 
postponed their education to work full-time.  This program also 
offers convenience so students can find time to finish a degree 
program.

You are invited to join us to study and receive the degree of your 
choice.

Thank you for your interest in American Heritage University of 
Southern California. 

 Best wishes,  

Tony B.E. Ogiamien, Ph.D. 
Univeristy President
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GENERAL INFORMATION   
  
INTRODUCTION     

American Heritage University of Southern California 
(AHUSC) was founded in December of 2003 to address the 
needs of career-minded, individuals whose expectations 
were not being met by traditional colleges or universities. 
Originally incorporated in january of 2004, the Heritage Uni-
versity in Montclair, CA, changed its name in 2005 to Ameri-
can Heritage University. The name change was necessary 
as another California corporation has a similar name. The 
University relocated to the present location and in October 
of 2006, the institution enhanced its learning methodology 
by adopting a Hybrid Mode of learning (HMl), combining 
traditional “classroom” educational methods and state-of-
the-art technologies.  whereby, in May of 2009, the final 
name change remained as the American Heritage University 
of Southern California. 

In 2004, the School of Business was granted a temporary 
license to operate by the California Bureau for Private Post-
secondary and vocational Education (BPPvE).  Full licens-
ing was granted in 2005 to offer seven (7) different degree 
programs, including a juris Doctorate in law. Also included 
were three (3) levels of English as a Second language as a 
non-degree certificate program. In 2007, two (2) additional 
degree programs were added.  On january 1, 2010, private 
postsecondary schools operating in California came under 
the jurisdiction of the Bureau for Private Postsecondary 
Education (BPPE). Due to its good standing with the BPPE, 
the University was granted continuing status to operate its 
existing programs for an additional five (5) years. 

Under the leadership of its founder and current President, 
Dr. Tony B.E. Ogiamien, The School of Business curriculum, 
coursework and learning materials will continue to develop 
and support an increasingly geographically, culturally and 
economically, disadvantaged  population.  

MISSION STATEMENT

Our Mission is to provide quality higher education to a cul-
turally diverse community of career-minded adult learners 
utilizing our comprehensive approach to higher education. 
As a full-fledged degree completion university, we offer a 
diversified instructional approach in graduate and under-
graduate degree programs at local classrooms, online or 
through a combination of both.

GOAls

To provide higher education services at an affordable •	
cost.
To encourage and facilitate research and innovation •	
among faculty and students.

To participate in the provision of cross-border educa-•	
tion.
To adhere to the belief that institutional excellence will •	
lead to superior academic achievement.
To operate ethically at all times and under all circum-•	
stances.

OBJECTIVEs

Our affordable alternative to traditional education will •	
better prepare adult learners to take advantage of pro-
fessional and personal opportunities.
By providing technology-based instruction, students •	
are given an opportunity to assimilate higher education 
with contemporary and international perspectives.
To encourage students to achieve the greatest educa-•	
tional level possible in their field of study.
Our multicultural, holistic approach to educational •	
philosophy better prepares students to deal with the 
realities of a new global economy.
By providing an environment of educational excellence •	
at all levels, students will appreciate, embrace and 
make life decisions that reflect the benefits of striving 
for excellence.
By our adhering to the highest ethical standards, •	
students will understand and appreciate the value of 
ethics and apply the right behaviors in their personal 
and professional lives.

EDUCATIONAl PhIlOsOPhY 

The faculty and administration comprise a community of 
scholars committed to the pursuit of academic excellence. 
Students of all races, creeds, and cultural backgrounds are 
welcome to join us in the search for knowledge and truth.

DEGREE PROGRAMs 

AHUSC is structured into two Schools: The School of law, 
and the School of Business Management. The School of 
Business offers the following degree programs: 

Bachelor of Business Administration (BBA)•	
Master of Business Administration (MBA)•	

AHUSC School of law offers The Bachelor of Science in 
law (BSl) and juris Doctor (j.D) degrees. Because the law 
School operates entirely online, the affairs is governed by 
the California State Bar Examiners. For more information on 
the law School, please visit www.ahulaw.com.
 
The academic and administrative policies and procedures 
apply generally to all schools within the university system. 
These policies and procedures are presented in the Aca-
demic, Administrative, and Financial Policies and Proce-
dures sections of this catalog. Accordingly, any exceptions 
to these policies and procedures will be clarified in the 



www.amheritageuniv.net          10          AHUSC Catalog  www.amheritageuniv.net          11          AHUSC Catalog www.amheritageuniv.net          11          AHUSC Catalog

appropriate sections.  The objectives of each program are 
to prepare students in their chosen fields and equip them 
with the necessary knowledge, skills and competencies to 
become successful professionals.

LICENSES AND RECOGNITIONS

The University is licensed to operate as a degree granting in-
stitution from the California Bureau for Private Postsecond-
ary Education (BPPE).  If you have any questions that have 
not been answered by the University, please contact:

Bureau for Private Postsecondary Education (BPPE)
2535 Capitol Oak Drive, Suite #400
Sacramento, CA 95833
Toll Free: 888-370-7589
Fax: 916-263-1897
web: http://www.bppe.ca.gov 

Member

United states Distance learning Association (UsDlA)
76 Canal Street, Suite 400
Boston, MA 02114     

Toll Free: 800-275-5162
web: http://www.usdla.org/contact-us 

Member

Association for Private Postsecondary Education in 
California (APPEC)                                                                 
5150 Fair Oaks Boulevard, Suite 101/114                                                                                            
Carmichael, CA 95608                       
Phone: 916-207-9512
web: http://appeca.org 

state Bar of California, Committee of Bar Examiners
American Heritage University School of law is registered 
with The State Bar of California, Committee of Bar Examin-
ers. law graduates are eligible to sit for the California Bar 
and practice law in California.

DIsClOsUREs

FINANCIAl AID 

American Heritage University of Southern California does 
not participate in any federal financial aid programs at this 
time.

BANKRUPTCY sTATEMENT

American Heritage University of Southern California has 
never filed a bankruptcy petition, operated as a debtor in 
possession or had petition of bankruptcy filed against it 
under Federal law.

CREDIT TRANsFER INFORMATION

The School of Business allows transferrable credit of completed 
course(s) that have been completed at an institution licensed 
by the BPPE, or by an institution appropriately accredited by 
an accrediting agency recognized by the U.S. Department of 
Education, or an accrediting agency recognized by the Council 
for Higher Education Accreditation (CHEA); or, for non-U.S. insti-
tutions, an educational institution approved by an equivalent 
authority. In addition, credit earned on national examinations 
such as military schooling may be accepted for transfer. Credit 
earned from undergraduate courses for which a grade of “C” or 
higher was earned will be considered for transfer. In order to 
evaluate prior work, the University must have official transcripts 
of college work, a certified copy of the DD-214 for military 
schooling, or the 5454R Evaluation of Military Training.

NOTICE CONCERNING TRANsFERABIlITY OF CREDITs 
AND CREDENTIAls EARNED AT AhUsC

The transferability of credits you earn at American Heritage 
University of Southern California is at the complete discretion 
of an institution to which you may seek to transfer. Acceptance 
of the degree(s) you earn in AHUSC is also at the complete 
discretion of the institution to which you may seek to transfer. 
If the degree(s) that you earn at this institution are not ac-
cepted at the institution to which you seek to transfer, you may 
be required to repeat some or all of your coursework at that 
institution. For this reason you should make certain that your 
attendance at this institution will meet your educational goals. 
This may include contacting an institution to which you may 
seek to transfer after attending AHUSC to determine if your 
degree(s) will transfer. 

AHUSC DOES NOT IMPLY, PROMISE, OR GUARANTEE TRANS-
FERABILITY OF ITS CREDITS TO ANY OTHER INSTITUTION.

ARTICUlATION AGREEMENT WITh OThER 
UNIVERsITIEs 

The University presently has articulation with three (3) local 
universities where acceptance of credits may apply.  The credits 
accepted on transfer are at the discretion of the institution the 
student may wish to attend.  If credits earned are not accepted, 
the student may be required to repeat some or all of the course 
work. 

NON-DIsCRIMINATION POlICY 

American Heritage University of Southern California does not 
discriminate on the basis of race, color, national origin, sex 
(including sexual harassment), handicap (or disability), or age in 
any of its policies, procedures, or practices in compliance with 
Title vI of the Civil Rights Act of 1964 (pertaining to race, color 
and national origin); Title Ix of the Education Amendments of 
1972 (pertaining to sex); Section 504 of the Rehabilitation Act 
of 1973 (pertaining to age). 
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lOCATION & hOURs

American heritage University of southern California 
255 North D Street 
San Bernardino, CA 92401
 
Office:   (909) 884-9000 
Toll Free:  (888) 484-8689  
Fax:   (909) 885-3000
Web:   http://www.amheritageuniv.net 
Email:   info@amheritageuniv.net  

OFFICE hOURs
Our office hours are as follows (Pacific Standard Time).  

Monday  - Friday 9:00 am - 5:00 pm
Saturday Closed
Sunday  Closed

ACADEMIC CAlENDAR 2013 – 2014

semester Dates
Fall Semester August 19 – December 19, 2012

Fall Registration August 19 – 21, 2013

Fall I – Class August 26 – October 18, 2013

Fall II – Class October 21 – December 19, 2013

Spring Semester january 9 – May 16, 2014

Spring registration january 9 – 10, 2014

Spring I Class january 13 – March 7, 2014

Spring II Class March 10 – May 16, 2014

Summer Semester May 19 – August 12, 2014

Summer Registration May 19 – 20, 2014

Summer 1 – Class May 21 – july 11, 2014

Commencement june 8, 2014

Summer II – Class july 14 – August 14, 2014

HOLIDAY SCHEDULE 2013/2014

2013 holiday schedule
january 1, 2013  New Year’s Day
january 21, 2013   Martin luther King jr. Day
February 18, 2013 Presidents Day
May 27, 2013  Memorial Day
july 4, 2013  Independence Day
September 2, 2013 labor Day
November 28-29, 2013 Thanksgiving Day
December 25-26, 2013 Christmas Holiday 

2014 holiday schedule
january 1, 2014  New Year’s Day
january 20, 2014   Martin luther King jr. Day
February 17, 2014 Presidents Day
May 26, 2014  Memorial Day
july 4, 2014  Independence Day
September 1, 2014 labor Day
November 28-29, 2014 Thanksgiving Day
December 25-26, 2014 Christmas Holiday

MODEs OF TEAChING

hYBRID lEARNING MODUlE 

The University utilizes the Hybrid Mode of learning (HMl), 
which is a combination of face-to-face instruction (either in the 
classroom or through a face-to-face medium such as Mega-
Meeting or e-lecta) and online components such as email and 
chat rooms. Classroom instructions are held on campus located 
at 255 N. D St, San Bernardino, CA 92401.

Along with normal record keeping in the Registry, the Uni-
versity also utilizes the Populi College Management System. 
virtually all activity at the University can be accessed through 
the Student learning Center. Students are informed in advance 
of registration, the breakdown of time spent in face-to-face in-
struction, and the amount of time to be spent in online instruc-
tion. The duration of each course is eight (8) weeks. 

Online courses are taught using a variety of Internet based 
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tools. These tools include various methods of asynchronous 
and synchronous communication. Asynchronous communica-
tion tools are those that students can access 24 hours 7 days a 
week and may include: 
 

Posting of course materials: 1. (text, graphics, video and au-
dio files) on a course web  page allows a student to access 
reading materials, assignment criteria, instructions and 
links to supplemental resources, etc. 
File Exchange: 2. Allows a student using e-mail attachments, 
digital drop boxes, or file-transfer-protocols to exchange 
files between class participants 
E-mail:3.  Allows digital communication between class par-
ticipants and students and instructors.
Discussion Boards:4.  Allows multiple-person discussions 
(either posted to a web site or via e-mail) to occur within 
the class. 
Other:5.  i.e., newsgroups (large discussion boards outside of 
class participation) 

Synchronous communication tools are those that involve 
simultaneous communication at a predetermined time and 
web-based location and may include: 

Chat rooms 1. 
Online platform2. 
Teleconferencing 3. 
Mega-Meeting4. 
e-lecta5. 

ONlINE COURsE ORIENTATION 

Prior to starting any of the online courses in this program, the 
student will be contacted either by the instructor or the ad-
ministration with information regarding the protocols that the 
student must follow when taking an online course. 

REGIsTRATION

Students will be notified via email of the course registration. 
The welcome email will provide students with the basic infor-
mation of the course such as:

log-in info•	
Course titles•	
Course Online Instructor’s name•	
Email for help/assitance•	

sTUDY GROUPs

AHUSC believes that study groups are a valuable tool in the 
learning process.  Both traditional and distance learning stu-
dents are encouraged to communicate with one another and 
with their instructors through file exchange, email, chat-rooms, 
etc.  Through this media, students are in direct one-on-one 
contact with fellow students, faculty and the administrative 
staff of the university.

INTERACTION WITh ThE INsTRUCTOR 
Instructors and students communicate and interact with each 
other in the following ways: 

Announcements are used by the instructor to remind 1. 
students as to date, time and topic for the week’s chat ses-
sions, alert students to any changes in scheduled due dates 
or assignments, and other important information about 
the class. 
At the discretion of the instructor, 90-minute chat room 2. 
sessions may be called, in which the main topics are 
covered in the form of short questions and answers. If a 
student cannot attend one of the scheduled sessions, there 
is a log of the entire question and answer dialog that can 
be accessed any time during the course. 
Ongoing threaded discussions called “Discussions Boards”, 3. 
which are used by both instructors and by students to 
ask and answer questions about the key concepts in the 
course. Unlike chat room sessions in which everyone 
participates together during a scheduled time period, 
students can post answers to instructor’s Discussions Board 
questions and post questions of their own, at any time of 
the day or night. 
Email can be used to communicate personal questions 4. 
and issues. Instructors are asked to respond, or at least 
acknowledge receipt of student emails within 24 hours of 
receipt. 
Grade book - within a few days after the end of each week, 5. 
the instructor posts the grades for student participation 
in chat rooms and discussion boards, homework assign-
ments, and any quizzes or exams for that week. Students 
can then access the Grade book and view their exams. Any 
wrong answers are clearly marked, and the correct answer 
is provided. Students will be graded based on test results 
and quality of work and demonstration of knowledge 
through assignments. 

TIMElY sUBMIssION

Assessments must be submitted or completed by the due date 
as specified in Syllabus. late work will not be accepted. If a 
student forsees reasons that they will not be able to complete 
an assignment on its due date, early submission is acceptable. 
Faculty will provide feedback within seven days of submission.

COMPlETING ThE REQUIRED COURsEs

INDIVIDUAl AssIsTANCE

Students are advised and individually guided through courses 
with the direct assistance from their Faculty Dean. The Student 
will then proceed from course to course in a steady, organized 
manner. This enables educational objectives to be achieved in 
the shortest possible frame.

The faculty and staff of the university are available to assist 
students in achieving their educational objectives. The univer-
sity is especially sensitive to the special needs of adult students 
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returning to college after a long absence from the classroom.
sTUDENT REsOURCEs

learning resources provided through the university enable its 
students and faculty to access library facilities, informational 
databases, and electronic communication services from the 
convenience and comfort of their homes and offices. learning 
resources have been developed and are continually updated to 
support high quality Faculty/Student communications.  

sTUDENT REsPONsIBIlITY

The ultimate responsibility of completing the requirements to 
graduate within the parameters set by the university rests with 
the student. The focus of active self-learning is to encourage 
the student to apply text-based knowledge to solve practical 
problems and to use faculty members as a resource to facilitate 
the learning process. In this manner, the student demonstrates 
mastery of the course material and its personal relevance by 
completing assignments, examinations, term papers and proj-
ects as required.

COMPUTER EQUIPMENT REQUIREMENTs

The University owned computer equipment, software or Inter-
net service will be accessible to the student. However, such stu-
dent is responsible at his or her own expense for obtaining ac-
cess to the school specified computer hardware and software, 
and Internet access. This includes, without limitation, a comput-
er (and the associated accessories and peripheral equipment, 
including without limitation, a monitor, keyboard, printer and 
webcam, software and Internet access. Many computers come 
with built-in cameras that eliminate the need for a separate 
webcam.  The student must have access to a computer (and the 
associated accessories and peripheral equipment), software 
and Internet service that satisfy the following specifications:

MINIMUM REQUIREMENTs FOR COMPUTER

1 GHz processor or greater; 256 MB or more of RAM, and a 
webcam.

MINIMUM REQUIREMENTs FOR INTERNET sERVICE

56K modem (cable or DSl preferred).

MINIMUM REQUIREMENTs FOR sOFTWARE

windows 2000: windows xP or vista (windows 2000 us-•	
ers require Directx 9.0 for video calls), Internet browser 
(Internet Explorer 7.0 or higher) e-mail with file attachment 
capabilities and any software tools, plug-ins and/or ap-
plications identified in the course syllabus for any course in 
the program of study. 
Real-time: Face-to-face, voice-to-voice classes: windows, •	
Apple or linux, Internet browser and the latest Adobe 
Flash Player. 
For class work and homework assignments: any program •	

capable of creating text documents such as windows; 
word, wordPad, and Notepad.  Other programs such as 
works and Open Office are compatible. 
(Open Office is available at no cost at www.openoffice.org •	
). 
An ability to send and receive email messages with file •	
attachment capabilities: Adobe Acrobat Reader 10 for read-
ing “pdf” formatted handouts, syllabus, and assignments.  
(Adobe is available at no cost at www.adobe.com ). 

The student is obligated for any expense associated with 
obtaining access to the above specified computer equipment, 
software and Internet service. No school-owned computer 
equipment, software or Internet service will be accessible to 
the student. The University also provides documents that can 
be accessed with the Adobe Acrobat Reader 9.0, which is avail-
able without cost to all web users.

COMPUTER DIsClAIMER

Neither the University nor the online service provider is responsible for lost files, 
data homework, email, computer generated graphics, events or conditions either 
natural or man-made occurring externally to the immediate university environ-
ment or as a result of externally provided actions. 
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1. SCHOOL OF BUSINESS
Bachelor of Business Administration (BBA)
Masters in Business Administration (MBA)
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1. SCHOOL OF BUSINESS PROGRAM

OVERVIEW OF BUsINEss MANAGEMENT PROGRAM

Our objective is to provide students with a wide range of 
knowledge, skills and problem solving abilities to respond 
to the ever-changing needs of the business and professional 
world in a changing multinational environment.

The School of Business Management has two (2) programs:
Undergraduate Program: Bachelor of Business Administra-•	
tion (BBA)
Graduate Program: Master of Business Administration •	
(MBA)

school of Business Administration Program Goals:

Provide adult students with self-confidence and an under-•	
standing of business theory and practice so that they can 
complete the program
Prepare students to take responsibility related to finance, •	
marketing, economics, management, information systems 
and to make appropriate decisions on behalf of the busi-
ness enterprise
Prepare students to advance their career in management •	
through acquired knowledge, skill, and competency

BAChElOR’s DEGREE
Bachelor of Business Administration (BBA)•	

 
The Bachelor Degree program prepares students to become 
mid-level managers as well as better employees as they lead, 
direct and function in an organization and to provide leader-
ship and professional judgment to develop an understanding 
of the concepts of Business Management. The University’s 
main goal is to provide students with the opportunity to gain 
knowledge through core courses, and to provide students with 
expertise in the specific areas of concentration offered within 
the program. 

Educational learning Objectives:

Develop each students understanding of business theory •	
and practice so that they can apply the practical business 
practices.  
Prepare students to take on responsibilities related to •	
finance, marketing, economics, management, information 
systems, and to use their training to make sound ethical 
moral decisions on behalf of the business and or corpora-
tion.  
Students should be able to describe the environment of •	
the global market.

MAsTER’s DEGREE
Master of Business Administration (MBA)•	

The Master’s Degree program prepares students with the nec-
essary skills and knowledge to understand, to manage, create 
a business and be able to assume leadership roles at the upper 
levels of management.  The program also provides the tools for 
business and leadership professionals to develop operational 
knowledge, communications skills, creativity, and judgment in 
all organizational environments. 

The MBA program has a deeper emphasis on theories, concepts 
and applications. This program is suitable for students who are 
interested in gaining advanced knowledge in business strat-
egy and principles, preparing them to work in business and 
academic professions.  This degree also covers advanced topics 
in allied subjects such as e-business, project management, 
risk management, strategic planning and implementation and 
operations management.

Educational learning Objectives:

Train students to meet the challenges of the competi-•	
tive world through flexibility, innovation, creativity, team 
dynamics, and leadership.
Provide students with a thorough understanding of dif-•	
ferent elements of business and how to apply the skills 
towards business operations, finance, marketing, econom-
ics, human relations, and regulatory compliance; and their 
interrelationships.
Develop and refine skills in information systems, quantita-•	
tive analysis, research methods and strategy implementa-
tion so that the students can assume higher responsibili-
ties in an organization.
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2. SCHOOL OF LAW

AHUSC School of law offers The Bachelor of Science in law (BSl) and juris Doctor (j.D) 
degrees. Because the law School operates entirely online, the affairs is governed by 
the California State Bar Examiners. For more information on the law School, please visit 
www.ahulaw.com.
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3. ACADEMIC, ADMINISTRATIVE POLICIES 
AND PROCEDURES 

ENROllMENT AGREEMENT

Students must sign an enrollment agreement before beginning 
classes at American Heritage University. The agreement in-
cludes topics pertaining to tuition and other matters of enroll-
ment. Contact an admissions advisor for further information.

PAYMENTs AND RElEAsE OF RECORDs

The university grants degrees and releases transcripts only after 
a student satisfies all financial obligations to the university. All 
records and services are withheld from students who have any 
outstanding financial obligations to the University.

ADDREss AND/OR NAME ChANGE

Students must notify the university immediately of any change 
in name or address.  Forms are available by contacting the 
Admissions Office.

DECEAsED sTUDENTs

If a student passes away during the course of a term, his family 
members may be entitled to a refund of tuition in keeping 
with the refund policy of the university.  The family should 
contact the Registrar’s office and submit a certified copy of the 
Death Certificate.  A determination will then be made as to the 
amount of tuition is to be refunded if a refund is due.

hEAlTh AND sAFETY REGUlATIONs

The university is not liable for injuries sustained by students in 
their activity as students, even if such injuries occur on school 
premises.  Students are advised to seek their own personal 
health and accident insurance.

ATTENDANCE POlICY

The university requires that, once enrolled in a session, a 
student must make satisfactory progress toward completion of 
the session. It is the student’s responsibility to maintain contact 
with his or her Faculty Advisor.  Students attending classes at 
the university must Students are expected to attend and take 
an active part in all online class activities to obtain the full ben-
efit of the online experience. Students enrolled in any online 
program will have minimum required class submission dates.

Regular and punctual attendance as well as active student par-
ticipation is important part of the student’s education. Except 
for emergencies,  students will notify the structure 24 hours in 
advance if any absences. Students must maintain satisfactory 
academic progress. Attendance is monitored. All missed assign-
ments or additonal assignments must be completed according 

to the professor’s guidelines. Students may not miss more that 
75% of class sessions. Three (3) consecutive absences require 
formal notice.

ExTERNshIP & INTERNshIP

Students may be required to attend mandatory Externship and 
Internship programs  depending on their major.  Consult the 
Academic Affairs Office for more information.

ClAss sIzE

Maximum class size is 30 students.

COURsE sChEDUlING

The university offers courses for each trimester based upon the 
predetermined program of study as outlined for each program 
offering.  Courses are offered in a sequential nature to provide 
for timely matriculation through the program.

COURsE lOAD

Undergraduate students are required to complete 24 credits in 
12 months. A normal Course load will typically range between 
3, 6 and 9 credit hours per session. On some occasions, based 
on student needs, course load per session may reach 12 hours.

ACADEMIC PROGREss 

Students must show satisfactory academic progress toward 
their degree by completing 24 units of coursework per year and 
by earning a grade point average of 2.0 or more for under-
graduate program; 3.0 or more for graduate program.  Students 
who fail to meet these requirements are subject to academic 
probation.

COURsE CANCEllATION

Should student enrollment in any given section of a course 
fall below 6 students, the University reserves the right to close 
that section or combine it with another section of the same 
course. If a course is cancelled, a student may receive academic 
advisement on how to amend his or her program of study to 
academic goals.  Although the university will provide notifica-
tion of closures or time changes as far in advance of a course’s 
start day as possible, it is the student’s responsibility to monitor 
the cancellation or time changes of classes prior to the 1st day 
of attendance.

ADD/DROP PROCEDURE

To add or drop a class a student must submit an Add/Drop form 
before or by the end of the second week of the session. Drops 
that are officially processed prior to or by the end of the second 
week will not appear on the student’s transcripts. Students 
who wish to withdraw from a course must submit an Add/Drop 
form between the third and seventh week of the term. A grade 
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of “w” will appear on the student’s transcripts indicating the 
withdrawal. Students cannot drop a course beyond the third 
week of the session. It is the student’s responsibility to officially 
withdraw from a course. Failure to attend a course does not 
constitute a withdrawal from a course. Students who stop at-
tending courses without notifying the Registrar will receive an 
“Fw” (failure to withdraw). A grade of “Fw” is calculated as 0.00 
in the student’s Grade Point Average.

ADMINIsTRATIVE DROP

Students who do not attend a class (in which they are regis-
tered) during the first week of classes may be administratively 
dropped from the class, unless they have made arrangements 
with the instructor prior to the first day of class. Students 
should not assume that nonattendance will automatically 
result in an administrative drop. To avoid financial obligation to 
the university, it is the responsibility of the student to verify if 
he or she has been dropped from the course by completing an 
Add/Drop form. 

COMPlETE WIThDRAWAl/TERMINATION PROCEDUREs

Students who wish to withdraw from all classes during a 
session must notify the University in writing. Students may 
contact the Registrar by mail, email, or fax. A student can call 
the Registrar’s office for a” withdrawal Form”.  A student  who 
stops attending classes without notifying the university, will 
receive a grade of “Fw” (failure to withdraw). A grade of “Fw” 
is equivalent to a failing (“F”) grade and is calculated as such 
when determining Grade Point Averages.

Students must officially withdraw before the end of the third 
week of classes in order to avoid being responsible for a grade 
in their classes. 

lEAVE OF ABsENCE/RE-ENROllMENT/READMIssION

Students who do not maintain continuous enrollment must 
file an official leave of Absence with the university in order to 
protect their eligibility to graduate. 

Students must maintain continuous enrollment. Continu-1. 
ous enrollment is broken when a student is not enrolled for 
a period of more than three terms.
If students find it necessary to interrupt progress toward 2. 
their degree, a leave of absence may be granted. A leave 
allows students to retain the right to elect requirements in 
effect at the time of the leave or to adopt those in effect at 
the time of re-entrance.
A leave may be granted for up to two years if the student is 3. 
in good standing at the time of the departure.
It is recommended that students submit a Request for 4. 
leave of Absence form during the first semester of non-
enrollment, however, not later than the 3rd semester of 
non-enrollment.
Retroactive leaves are generally not approved.5. 
Students taking coursework during their leave must pro-6. 

vide transcripts of that work to the Office of the Registrar 
prior to re-enrollment. Non-satisfactory performance dur-
ing the leave may nullify the student’s ability to re-enroll.
Students who fail to file a Request for leave of Absence 7. 
and wish to return to the University must submit an Official 
Request for Re-Enrollment form. These students will be 
held to the catalog requirements in effect at the time of 
their re-enrollment. Furthermore, departmental approval 
may be required for students to pursue some majors.
Students seeking re-enrollment after a two year absence 8. 
from the University (whether or not a leave of absence 
form was submitted) are required to submit a full applica-
tion for re-admission and must meet all current academic 
entrance requirements.
Approval of leave does not alter the seven-year period for 9. 
completion of all graduate degree requirements.

REPEATED COURsEs

Students who have failed a required course in their program of 
study will typically be required to repeat that course in order 
to graduate. Costs for repeated courses will be at the currently 
published per credit tuition rate. with repeated courses, the 
University will use the highest grade achieved by the student in 
the computation of the Grade Point Average. Both the original 
attempt and the repeated attempts grade will remain on the 
student’s transcript.

COURsE AND INsTRUCTOR EVAlUATIONs

Course and Instructor Evaluations are conducted near the 
completion of each course at AHU. Evaluations are completed 
electronically by each student and are utilized as a major re-
source for curriculum retirement and instructor training. Evalu-
ations are compiled and communicated to Academic Deans, 
faculty and students via email or regular mail after the comple-
tion of the semester.

sTART DATEs

Generally students may begin their education at any of the 
start dates for the next closest Term.  The Terms and their dates 
are listed on the web site at www.amheritageuniv.net and are 
available through the Admissions Office at the number below.  
For graduate start dates, please contact Admissions Office at 
Toll Free Number: 1-888-484-8689

ADMIssIONs REQUIREMENTs AND PROCEDUREs  

As a California institution of higher education, The School of 
Business, Department of Business Management, is subject to 
the rules and regulations of the BPPE.  It also administers the 
Standards of Accreditation in terms of admitting a new appli-
cant into one of the post secondary programs.  

The School of Business has an open-door enrollment policy as 
an application can be submitted at any time during the calen-
dar year https://www.amheritageuniv.net/apply-online.html 
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or the application can be obtained by contacting the Office 
of Admissions.  when the applicant is accepted, a Degree Plan 
will be prepared listing the academic requirements that must 
be satisfied. The University is open to all qualified applicants 
regardless of race, sex, color, religion, national origin, or dis-
ability.  In response to an inquiry from a prospective student, an 
information packet is sent to the individual. 
when an applicant expresses an interest, an application pack-
age is provided. Interested applicants are also requested to 
visit the website to review the University Catalog. Prospective 
applicants are sent an Enrollment Agreement.  whether this is 
delivered electronically or in paper format, the student must 
complete the agreement and sign prior to acceptance into the 
program.  

MINIMUM ENTRANCE REQUIREMENTs: 

Must possess or complete one (1) of the following:

Bachelor Degree Admissions: A minimum of sixty (60) •	
semester units or the maximum of ninety (90) qualifying 
credits.
Master Degree Admissions: A bachelor degree or its •	
equivalent. 
Master Degree Transferable Credits: The maximum of six (6) •	
graduate semester units.

NOTE: Prospective students must submit official transcripts 
previously earned from institutions attended.

INTERNATIONAl APPlICANTs

Students whose primary language is not English must have 
sufficient command of the English language to benefit from 
instruction at this University. Coursework is offered entirely in 
English. It is required that students must be able to commu-
nicate effectively in English to complete courses. The Test of 
English as a Foreign language (TOEFl) results of five-hundred 
and fifty (550) or above will be used to determine the extent of 
English proficiency and thereby, student placement. Presently, 
the University offers English as a Second language (ESl) course 
that is licensed by BPPE. Students who do not demonstrate a 
sufficient command of the English language must complete an 
ESl course as this program is not offered online.  

It is the responsibility of the international student to maintain 
lawful immigration status. The student is responsible for fully 
and properly complying with all laws and regulations of the 
United States, California and local governments.  Please note 
also that the University does not currently issue the I-20 to 
those in need of such documents to study in the U.S. Applicants 
with foreign qualifications from foreign institutions of higher 
education need to have their credentials evaluated by any of 
the following third parties. 

EVAlUATION

Evaluation is intended to ensure that foreign degrees are 
equivalent to the degrees offered by institutions of higher 
learning in the U.S. It is recommended that applicants obtain 
a course-by-course evaluation. Prospective business students 
seeking more information are strongly advised to contact the 
Admission’s Office.

Center for Applied Research Evaluation and Education, Inc.
International Evaluation service
P.O. Box 20348
long Beach, CA 90801
Phone: (562)430-1105
Fax: (562)430 8215

Foundation for International services, Inc.
19015 North Creek Parkway, Suite 103
Bothell, wA 98011-8029
Phone: (206) 487-2245
Fax: (206) 487-1989

Educational Credential Evaluators, Inc.
P.O. Box 5140
Milwaukee, wl 53202-3470
Phone: (414) 289-3400
Fax: (414) 289-3411

The Foreign Educational Document service
P.O. Box 4091
Stockton, CA 95204
(209) 948-6589

Global services Associates
2554 lincoln Blvd. #445
Marina Del Rey, CA 90291-5082
Phone: (310) 828-570
Fax: (310)-828-5709
E-mail: global@iccas.com

Foundation for International services, Inc.
19015 North Creek Parkway, Suite 103
Bothell, wA 98011-8029
Phone: (206) 487-2245
Fax: (206) 487-1989

ExPERIENTIAl CREDIT POlICY

Experiential Credits count only toward the completion of the 
particular degree for which the applicant has applied. They are 
not transferable to any other degree programs at the University 
or transferable to any other university.

AWARDING ExPERIENTIAl lEARNING CREDIT

Bachelors Degree: Up to fifteen (15) semester credits

After a student has been formally admitted to the University, 
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he/she may request an Evaluation of Experiential learning for 
credit by contacting the Dean who will help identify the com-
petencies acquired and decide which credits might be sought 
by prior learning assessments and/ or by more traditional 
means. Transcripts that certify formal educational experience 
should be sent to the Admissions Office.  

Once the student is matriculated into a degree program and 
appears to fit the experiential qualifications, he/she may apply 
for the “Prior learning Assessment” evaluation through the 
Dean. The Portfolio consists of a resume, an autobiography, 
and narratives that ascertain certain learning outcomes were 
acquired as it applies to the University coursework. The Dean 
guides the student through the process. The Portfolio is submit-
ted to departmental faculty evaluators who award credit based 
upon demonstrated college-level learning in the specific area 
of coursework.  Portfolio credits are awarded as transfer credits. 
There is no guarantee of earning Portfolio credits. The number 
of Portfolio credits earned depends on the student’s individual 
experience and the extent to which that experience is deemed 
to be equivalent to comparable learning achieved in university 
coursework.  The student will be notified of the award of credit, 
which will be entered into his/her permanent record. 

The Credit for Experiential learning Portfolios provide the ap-
plicant the opportunity to reflect upon and articulate the learn-
ing accomplished as the result of previous experience; to relate 
this experience and learning to specific learning goals, skills, 
and competencies; and to provide documentation to support 
the accomplishment of learning stated. The Portfolio assists the 
Dean as well as the faculty members involved in the assess-
ment by providing documentation on which the individual 
credit decision can be based.  

The specific documentation requirements for assessment of 
experiential learning must contain the following materials:

The resume, which includes a thorough description of all •	
experience being considered for credit. This resume is the 
first document in the Portfolio as it provides an overview of 
the candidate’s experiences as well as a starting place from 
which to examine the balance of the Portfolio.
A description of the specific learning, competencies, and/•	
or skills acquired through the experience. within the Cata-
log description, the candidate must also explain how the 
theory or the discipline connects to the specific learning, 
competencies, and/or skills acquired. A description must 
be provided for each area (or discipline or course) in which 
credit is sought.
Documentation to support that the learning, competency, •	
or skill was accomplished. Here an assessor/assessment 
other than the applicant is desirable. For example, letters of 
recommendation from supervisors, licenses or certificates 
earned, and examples of work (writing accomplished, proj-
ects accomplished, etc.) may be considered appropriate 
documentation.

The faculty assessor is to assess experiential learning require-

ments, which must contain the following materials:

The candidate will submit the Portfolio to the Dean who •	
will distribute it to the appropriate faculty member(s). After 
reviewing the material, the faculty assessor may request 
specific sections of the Portfolio be revised or expanded; 
the assessor may also then request another interview with 
the candidate. The faculty assessor will then determine the 
degree and level of competence achieved by the candidate 
and thereby decide on the amount of credit equivalency.
Each assessor will conclude his or her assessment by com-•	
pleting the Assessment Record Form which requests the 
number of credits earned in each area of assessment and 
a suggested competence title(s). These completed reports 
will be forwarded to the Dean. 

The Coordinator will review all assessments and, after consulta-
tion with the student, make a final written assessment recom-
mendation of credits accepted to the Chief Academic Officer 
who will relay this information to the Registrar.  The Registrar 
will then include this information on the student’s official re-
cord and the student will be notified.

Note: Students wishing to appeal should do so in writing 
within twenty days to the office of the registrar setting forth 
the circumstances of the greviance and the need for resolution.

GRADING POlICIEs AND PROCEDUREs

GRADE REVIEW PROCEDUREs
Faculty members have the final authority for assigning grades 
with the exception of grades found to be a result of arbitrary 
or capricious grading may be subject to further review by the 
Grade Committee, subject to appellate review by the Dean. 
If a student believes and is able to offer clear and competent 
evidence that capricious or unprofessional grading has taken 
place a grade challenge may be submitted in writing to the 
Dean. If the Dean finds cause, the petition will be submitted 
to the Grade Committee for determination.  The Registrar is 
responsible for collecting, recording, and reporting grades on 
behalf of the University. It is a professional responsibility that all 
faculty members submit their grades according to the dead-
lines established by the Registrar. Incidences of delinquency 
will be reported to the Academic Dean.  

GRADING sCAlE
GRADE LEVEL OF ACHIEVEMENT SCALE

A 96 - 100

A- 90 - 95

B+ 87 - 89

B 84 - 86

B- 80 - 83

C+ 77 - 79

C 73 - 76

C- 70 - 73
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D+ 67 - 69

D 64 - 66 

D- 61 - 63

F < 60

*No points are awarded for Pass/Fail, Credit or No Credit Classes

Note: Although individual exam grades may be subject to chal-
lenge due to administrative error, the University does not curve 
final grades.  Final Grades are based on a combination of the 
following assignments/exams:

Timely/Acceptable Submission of Homework and/or As-•	
signments
Midterm Exams•	
Final Exams•	

Each item is weighed accordingly and tabulated to produce a 
final grade. Submission of all homework and/or assignments is 
as follows:

Midterm Exam:
Submission of all homework and/or assignments:  10%
 1 Essay     20%
 20 Multiple Choice Questions   20%
Final Exam
 2 Essays     30% (15% 
each)
 30 Multiple Choice Questions  20%

 Total:     100%

MINIMUM PAssING GRADE 

Students must show satisfactory academic progress toward 
their degree by completing twenty-four (24) units of course-
work per year and by earning a grade point average of (2.0) or 
above for Bachelors programs, and (3.0) for Master programs. 
Students who fail to meet these requirements are subject to 
academic probation.

GRADUATION REQUIREMENTs AND PROCEDUREs

BAChElOR’s DEGREE PROGRAM

The Bachelor’s Degree requires a total of one-hundred and 
twenty (120) semester units. One semester unit is equivalent to 
fifteen (15) contact hours per course per week and the follow-
ing criteria must be met:

A minimum of thirty (30) semester units completed •	
through the School of Business
A minimum of thirty (30) semester units in general educa-•	
tion with two courses in Humanities, Natural Sciences, 
Social Sciences, plus English Composition I, English Com-
position II, one Mathematics course and one additional 
course from either the area of Humanities, Natural Sciences 
or Social Sciences

Completion of a minimum of thirty (30) semester units in •	
the major
Cumulative grade point average of 2.0 (C) or higher•	
All financial obligations to the University paid in full•	
Official transcripts on file for all transfer units accepted by •	
the University.

Degree Conferral: Student is advised to officially file for gradu-
ation with the Registrar who would evaluate student’s complet-
ed course work to determine eligibility to graduate.

MAsTER’s DEGREE PROGRAM

The Master’s Degree requires a minimum of thirty-nine (39) 
graduate semester units; degree with specialization will require 
additional six (6) semester units. One semester unit is equiva-
lent to fifteen (15) contact hours per course per week and the 
following criteria must be met: 

Thirty-nine (39) semester units completed through the •	
University in the field of study at the graduate level beyond 
the Bachelor degree or;
A minimum of thirty-three (33) semester units completed •	
through the University in the field of study at the graduate 
level beyond the Bachelor degree plus six (6) transferrable 
semester units 
Completion of a Master Thesis/Dissertation (6 Units) for the •	
MBA, as part of the thirty nine (39) semester units.
Completion and acceptance of the Graduate Project Manu-•	
script
Cumulative Grade Point Average of 3.0 (B) or higher•	
Official transcripts of all the course work for the Bachelor’s •	
Degree must be on file 
All financial obligations to the university paid in full•	

The MBA degree requires a minimum, thirty-nine (39), and a 
maximum, forty-five (45) graduate semester credits depending 
on specializations and related requirements.

Completion of thirty-nine (39) semester credits will be regarded 
as an “MBA general.” All other MBA’s will be granted specific to a 
specialization, i.e., MBA Finance, MBA Retail Sales Management, 
MBA International Management, etc. and specialization would 
require additional six (6) units

The MBA program requires that a student is to complete master 
thesis, write and defend a dissertation. The student is expected 
to make a signification contribution of knowledge in the field 
of his/her specialization.

DIssERTATION COMMITTEE

Members of the dissertation committee are selected by the stu-
dent after consultation with the Dean of the School of Business. 
The committee must meet the following guidelines:

There should be at least three members of the committee•	
The Chairperson must be from the major area•	
One person from the foundation area but not in the area of •	
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specialization 
Another person must be from the major or closely related •	
area

Student’s research proposal will be reviewed by the members 
of the committee. Student will make necessary modification 
on the proposal if the committee raises any issue. Once the 
committee approves the proposal document, the student may 
continue with the dissertation work..

ACADEMIC POlICIEs AND PROCEDUREs

sTUDENT IDENTIFICATION CARD  

The School of Business Identification Card (ID) is the property 
of the University.  Use is governed by the University in its sole 
discretion. The ID card is nontransferable; lending the ID card 
to anyone for any purpose is prohibited and may result in 
disciplinary action. ID cards must be surrendered to University 
officials, including faculty and staff members, upon request. 
Failure to comply may result in disciplinary action.

ACADEMIC DIsMIssAl

A Student who is placed on academic probation will have until 
the end of the next subsequent class to raise their cumulative 
average to a C (2.0).  If the student fails to raise their cumula-
tive average to the required C (2.0) average, the student will be 
academically dismissed

ACADEMIC PROBATION  

A student who fails to maintain a cumulative C (2.0) average 
will be placed on academic probation. 

ACADEMIC INTEGRITY

Academic integrity is a fundamental value upon which all col-
leges and universities are built. The ability of students, faculty 
and staff to engage in candid discussions regarding academic 
and administrative matters is vital to initiating and sustaining 
free-flowing discussion and exchange of ideas. It is this dis-
course that is the core of intellectual growth and development 
within the academic community. For the pursuit of knowledge 
and scholarship to thrive, academic communities cannot toler-
ate acts of academic dishonesty, including but not limited to 
cheating, misrepresentation or acts of plagiarism.

According to the Center for Academic Integrity there are five 
fundamental values that characterize an academic community 
of integrity.

Honesty•	
Trust•	
Fairness •	
Respect •	

Responsibility•	

Academic dishonesty compromises these core values and 
damages the ability of the university to function as a center 
of learning.  Faculty and students must recognize and accept 
the responsibility to ensure academic integrity is valued and 
practiced on our campus.

AGREEMENT TO ARBITRATE

All parties agree that any claim, dispute or controversy between 
us or claim by either of us against the other or the employees, 
agents or assigns of the other and any claim arising from or 
relating to our academic relationship, no matter against whom 
made, including the applicability of this arbitration clause 
and the validity of the entire agreement, shall be resolved by 
neutral binding arbitration by the American Arbitration under 
the Arbitration Rules in effect at the time the claim is filed. Any 
award of the arbitrator(s) may be entered as a judgment in any 
court of competent jurisdiction.  

ATTENDANCE POlICY  

The university requires that, once enrolled in a session, a 
student must make satisfactory progress toward completion of 
the session. It is the student’s responsibility to maintain contact 
with his or her Faculty Advisor. Students are expected to attend 
and take an active part in all online class activities to obtain the 
full benefit of the online experience. Students enrolled in any 
online program will have minimum required class submission 
dates.

AUDITING A COURsE

Permission to audit a course conveys the privilege of listening 
and observing but not of handing in papers, taking part in dis-
cussion, or receiving evaluations. An auditor does not receive 
university credit for the course, nor is the course recorded on a 
transcript.

Any AHUSC student who wishes to audit a law course should 
obtain secure the consent of the course instructor and dean 
for the department of school. A non-student must obtain the 
consent of the instructor and appropriate dean and must also 
pay a twenty-dollar auditor’s fee for each course; those who are 
sixty-five or older are exempt from this fee.

Auditors are permitted only when space is available. Nothing in 
these rules prohibits an instructor from permitting guests and 
visitors.

ChANGE OF NAME OR ADDREss 

Students must notify the university immediately of any change 
in name or address. Forms are available by contacting the 
Admissions Office.

CODE OF CONDUCT  
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Students who enroll at the university assume an obligation to 
conduct themselves in a manner compatible with the universi-
ty’s function as an educational institution and suitable to mem-
bers of an academic community. The university reserves the 
right to exclude at any time students whose conduct is deemed 
undesirable or prejudicial to the university’s best interest. 

COllEGE lEVEl ExAMINATION PROGRAM

AHUSC offers the opportunity to submit the results of ClEP 
for credit in most of the Subject Examinations. Credit earned 
through ClEP Subject Exams may be used to fulfill liberal edu-
cation requirements, to fulfill specific course requirements, or 
used as elective credits. 

COURsE lENGTh AND COMPlETION
 
AHUSC classes take eight (8) weeks to complete. The classes 
are paced to allow for maximum exposure to the materials. 
Students are allowed to progress as quickly through their pro-
gram of study as they are able, but within defined parameters. 
However, there are some students who may wish to prog-
ress through their program of study at a faster pace. In those 
instances, a student may petition the dean of the appropriate 
school for an exception. All exceptions are strictly subject to the 
discretion of the dean of the applicable school.

COURsE NUMBERING sYsTEM

Courses offered at AHUSC are identified by departmental ab-
breviation and number. Courses available to undergraduates 
are categorized by the following levels.  

COURsE REQUEsT AND sTART DATEs

Course requests can only be submitted for a future, not a cur-
rent or past, term. Requests to establish new courses that are 
submitted by September 1st, can show an effective term for the 
following spring, summer, or fall semester.  

CREDITs/sEMEsTER sYsTEM 

AHUSC utilizes a semester system and awards credit accord-
ingly. 

CUMUlATIVE GRADE POINT AVERAGE

A student’s grade-point average is the weighted mean value of 
all grade points he/she earned by enrollment or through credit 
by examination, in a semester of attendance at AHUSC. 

DIsCIPlINE

The Academic Standards Committee (ASC) is responsible for 
matters involving student discipline. There are three (3) catego-
ries of discipline that may be imposed for student infractions of 
law School rules:

Reprimand•	
Suspension•	
Dismissal •	

Sanctions are imposed only if the ACS votes to institute formal 
disciplinary charges against a student. Students have the right 
to a full disciplinary hearing conducted by the ACS and the 
right to be represented by counsel.

Reprimands, Suspensions or Dismissals, become part of the 
Student’s File and will be placed on the student’s transcript, as 
may be reported, on appropriate inquiry, to CBE. 

REPRIMAND

If reprimanded, a student is allowed to continue their educa-
tion without interruption. However, if a student is reprimanded 
a second time, for the same or different offense, the sanction 
will automatically be raised to a suspension, with the length of 
absence to be determined by the ACS.

sUsPENsION 

Once suspended, the affected student will not be allowed to 
continue their studies for a specified length of time. The length 
of suspension is primarily dependent upon the severity of the 
infraction, and may be calculated by class (es), or any other 
length of time the ACS deems appropriate. 

DIsMIssAl

Reserved for the most serious of offenses, dismissal requires 
permanent separation from AHUSC and must be approved by 
the ACS as well as the Dean. 

WARNINGs

In cases in which an infraction by a student is not sufficiently 
serious to warrant the imposition of formal discipline, the 
Administrative Board may issue a warning. Such a warning is 
placed in the student’s file but is not reported outside of the 
law School so long as the student engages in no additional 
violations of University or law School rules. If a student who 
has previously received a warning again violates University or 
law School rules, however, she/he may face disclosure outside 
the law School of the initial warning, and/or more serious dis-
cipline for the subsequent violation than might otherwise have 
been imposed.

PROCEDUREs FOR DIsCIPlINARY CAsEs

Cases requiring discipline typically involve cheating, false state-
ments on financial aid applications, and similar departures from 
generally accepted standards of integrity. In such cases the 
Board may impose sanctions including reprimand and suspen-
sion. In the most severe cases, the Board may recommend to 
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the faculty sanctions of expulsion or dismissal, imposition of 
which requires the majority vote of the ASC.  In many instances 
the University believes that minor disciplinary infractions can 
be dealt with on an informal basis. Accordingly, the Dean may, 
either investigate, or appoint another ASC member to investi-
gate the incident before the undertaking of any formal disci-
plinary procedures.  If disciplinary proceedings are required, 
the ASC will proceed in accordance with the following rules:

The School of Business will only institute any disciplinary 1. 
proceeding upon allegations submitted in writing by a 
student, staff or faculty member. The accused student will 
have the right to see the allegations, but not the identity of 
the author.
The Dean and ASC shall form an Investigative Committee 2. 
(IC) and the IC will begin the proceedings by issuing a writ-
ten charge that explains the nature of the infraction.
Should the IC find, by clear and convincing evidence, the 3. 
likelihood of a punishable offense, the IC will inform the 
student in writing of its intent to continue its investigation 
and its intent to establish a formal hearing date. The hear-
ing date shall be set within a reasonable amount of time. 
The writing will also inform the student of his/her right to 
independent counsel (professional or lay-person), as well 
as the right to waive their right to a formal hearing.
Hearings may be held via electronic transmission. In all in-4. 
stances, the University will use its best efforts to insure the 
privacy interests of the all parties to the proceedings.
In certain circumstances, it may be appropriate for a stu-5. 
dent to ask an individual member of the ASC to rescue him 
or herself for cause. If a member is recued, the Dean shall 
appoint an alternate member to take his/her place.
The formal hearing itself will in many ways resemble a typi-6. 
cal legal proceeding, the major difference being relaxed 
rules of evidentiary production and admission, namely, the 
ASC may hear and admit any evidence it feels relevant and 
reliable to determine the outcome of the case. The IC may 
also consider the cooperative or uncooperative nature of 
the student in rendering its decision. 

The student shall be entitled to the following provisions:

REPREsENTATION BY lEGAl COUNsEl OR lAY ADVIsOR

A record shall be kept and will be made available to the student 
or his/her representative upon request without charge.  The 
student may call their own witnesses, and have the right to ex-
amine all witnesses to the proceeding. The student may submit 
physical evidence in support of his/her exoneration and may 
examine any physical evidence submitted in support of the 
charges.  It shall be the duty of the Dean to aid and assist the 
student in reasonable preparation for the hearing.

lastly, disciplinary sanctions shall not be imposed unless con-
duct warranting sanction is established by clear and convincing 
evidence by a majority of the IC. To avoid ties, the IC will consist 
of an odd number of members.  Upon written request, not to 
occur more than thirty (30) days from the date of rendering, all 

final actions by the ASC will be subject to appellate review by 
the Dean.  All proceedings will be kept confidential subject to 
such exemptions as required under state and federal law.

EVAlUATION OF TRANsFER CREDIT
  
Credit from quarter system schools will be converted to semes-
ter hours.

Quarter Semester

5 3.33

4 2.67

3 2.0

2 1.33

1 0.67

ExTENsIONs 
 
Students considering a course extension may file a formal 
request with the Dean. However, in submitting the course 
extension request, the student forfeits the option to withdraw 
from the class entirely. If the student is experiencing difficul-
ties preventing him or her from completing the coursework on 
time, it is recommended that the student initially discuss the 
situation with your instructor.

AUThENTICATION OF sTUDENT WORK

The University employs the Populi System to administer its 
exams. All students are required to adhere to the Honor Code 
when submitting their work. If a student is found to be in viola-
tion of the Honor Code, it is grounds for immediate dismissal.

W Withdrawal – The University will award a “w” grade 
upon the student’s official withdrawal from the course within 
the first seven (7) weeks of the semester. 

 I Incomplete – If a student has not satisfied the require-
ments for a course by the end of semester, and the student has 
completed seventy-five (75) % of the course work required, 
the learner may request an incomplete grade through his or 
her faculty. If approved, the Dean will issue a grade of “I.” The 
student will then be given thirty (30) days beyond the original 
semester end date to finish the course. At the end of the thirty 
(30) days, a letter grade, A through F, will be recorded based on 
work submitted. Incomplete grades do not apply to disserta-
tion or practicum courses.  

TR Transfer Credit - Semester credit granted for accept-
able work completed at an Educational Institution licensed by 
California’s Bureau for Private Postsecondary Education (BPPE), 
or by an institution appropriately accredited by an accrediting 
agency recognized by the United States Department of Educa-
tion, or an accrediting agency recognized by the Council for 
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Higher Education Accreditation (CHEA); or, for non-U.S. institu-
tions, an educational institution approved by an equivalent 
authority. In addition, credit earned on national examinations 
such as ClEP, or military schooling may be accepted in transfer 
for undergraduate degrees.

IP  In Progress - Applies only to dissertation or practicum 
courses. If a student has not satisfied the requirements for a 
course by the end of the semester but is making satisfactory 
progress, the Dean will issue a grade of “IP”. If an “IP” is issued 
for a dissertation course, the Dissertation Committee Chair will 
communicate that action to the other members of the Disserta-
tion Committee. Students who receive an “IP” must re-enroll in 
the course, and pay the additional tuition. zero (0) course units 
will be awarded for an “IP” grade.

 s satisfactory - Indication of satisfactory academic prog-
ress. 

U Unsatisfactory - Indication of unsatisfactory academic 
progress. Students who receive a “U” grade may not be allowed 
to continue with their program of study. 

 Cx Cancelled Course - Course is cancelled before the of-
ficial course start date. 

RC Repeated Course –Students who wish to repeat a 
course must get written permission from the appropriate 
Professor and Dean. The cost for the repeated course will be at 
the currently published per-credit tuition rate. Both the original 
course and the repeated course will remain on the student’s 
transcript and both courses will be used to determine the 
student’s GPA. A note will be placed on the original grade to 
designate it as a repeated course. 

FAIlED COURsE

In the event a student does not receive a final grade of sixty 
(60) or above, that student has effectively failed the class and 
will not receive credit. The student must repeat the course 
and pay full tuition for the repeated course. Upon successful 
completion of the repeated course, the student’s transcript 
will contain both the original and repeated course grade. Both 
grades will be reflected in the student’s overall GPA. 

REPEATING COURsEs

Students who have failed a required course in their program of 
study will typically be required to repeat that course in order 
to graduate. Costs for repeated courses will be at the currently 
published per credit tuition rate. with repeated courses, the 
University will use both the original course grade and the 
repeated course grade in the computation of the Grade Point 
Average. Both the original grade of “F” and the repeated grade 
will remain on the student’s transcript.

lEAVE OF ABsENCE
  

Students who do not maintain continuous enrollment must 
file an official leave of Absence with the University in order to 
protect their eligibility to graduate;

Students must maintain continuous enrollment. Continu-•	
ous enrollment is broken when a student is not enrolled for 
a period of more than three (3) terms. 
If students find it necessary to interrupt progress toward •	
their degree, a leave of absence may be granted. A leave 
allows students to retain the right to elect requirements in 
effect at the time of the leave or to adopt those in effect at 
the time of re-entrance. 
A leave may be granted for up to two (2) years if the stu-•	
dent is in good standing at the time of the departure. 
It is recommended that students submit a Request for •	
leave of Absence Form during the first semester of non-
enrollment no later than the third (3rd) semester of non-
enrollment. 
Retroactive leaves are generally not approved. •	
Students taking coursework during their leave must •	
provide transcripts of that work to the Registrar prior to re-
enrollment. Non-satisfactory performance during the leave 
may nullify the student’s ability to re-enroll. 

GOOD sTANDING

In order for a student to be in good standing, the student must 
maintain a cumulative C average (2.0 or above) for the Under-
graduate BBA Program.  A student must maintain a cumulative 
B average (3.0 or above) for the Graduate MBA Program.

GRADUATION

For a student to graduate, a student must pass all of the re-
quired courses.  In addition, the undergraduate student must 
finish their studies with a minimum of C (2.0) and a minimum of 
B (3.0) for graduate students. 

RE-ENROllMENT/REINsTATEMENT
  
Students who fail to file a Request for leave of Absence and 
wish to return to the University must submit an Official Request 
for Re-Enrollment. These students will be held to the catalog 
requirements in effect at the time of their re-enrollment. Fur-
thermore, departmental approval may be required for students 
to pursue other majors.  Students seeking re-enrollment after 
a two-year (2) absence from the University (whether or not a 
leave of absence form was submitted) are required to submit 
a full application for re-admission and must meet all current 
academic entrance requirements. Approval of leave does not 
alter the seven-year (7) period for completion of all graduate 
degree requirements.

REPRODUCTION OF COPYRIGhTED MATERIAls

Generally, the photocopying of print materials without the 
consent of the copyright owner is an infringement of the 
owner’s rights. However, making a single copy for the purpose 
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of research, making a classroom set of a brief text or single il-
lustration, are deemed fair use and do not require permission.

sATIsFACTORY ACADEMIC PROGREss

Students must maintain Satisfactory Academic Progress toward 
earning their degree. This policy requires students to maintain 
both a minimum Cumulative Grade Point Average (CGPA) and 
be on track to complete their degree programs within the 
maximum time frame allowed for a particular program. For a 
Bachelor’s degree, there is no stated maximum time frame, but 
students must abide by the rules for continuous enrollment. 
For the graduate program, the maximum time to complete the 
program is seven (7) years. A student who is not able to meet 
this standard will be placed on Academic Probation and would 
need to apply for Extended Enrollment Status to correct his 
or her deficiencies, return to regular status and to avoid being 
dropped from the program.  

PROCTORED ExAMs
  
The University strives to be a leading institution in education 
with the delivery of the Hybrid Mode of Instruction. Accord-
ingly, all attempts to administer both the traditional as well as 
the Hybrid Mode of Instruction will be encouraged.  with that 
said, upon a successful showing of necessity, the University 
will make reasonable accommodation to administer proctored 
exams. It will be contingent upon the student to find a suitable 
proctor (preferably a judge or governmental official) and to 
arrange for the timely delivery and return of the exam in ques-
tion.
TExTBOOKs AND INsTRUCTIONAl MATERIAls

Adoption & Ordering
Timely submission of book orders ensures that sufficient 
textbooks are available on time for students.  This facilitates the 
buyback and resale of used textbooks, an initiative useful for 
budget conscious students. 

sElF-AUThORED INsTRUCTIONAl MATERIAls

All orders of self-authored instructional materials that entail 
financial gain for the instructor must be approved by the 
Dean.  Use of such materials is strongly discouraged unless the 
Instructor is the sole source of the material or can provide the 
material at the lowest price.  

TRANsCRIPTs

Students who have attended the University may need to sub-
mit an official transcript to potential employers, or other univer-
sities for the purpose of transfer or application. The Registrar is 
responsible for filling transcript requests and will make every 
attempt to process these requests within five (5) working days.

TRANsFERABIlITY OF CREDITs AND DEGREEs EARNED

The University policy accept credits earned at institutions rec-

ognized by the Department of Education (DOE), provided that 
such credits have been earned through university-level courses 
appropriate to the student’s degree program . Admissions 
reserves the right to accept or reject credits earned at other 
institutions of higher education.

sTUDENT’s RIGhTs TO APPEAl A GRADE

Any student who feels that any course grade has been based 
upon something other than academic performance has the 
right to appeal. All appeals shall be submitted to and heard by 
the Academic Standards Committee.

sTUDENT’s RIGhTs TO APPEAl ACADEMIC PROBATION OR 
DIsMIssAl
  
Academic suspension is an identification of students whose 
scholastic performance remains below University standards of 
(2.0) GPA for two consecutive terms.  Examples of dismissal are 
as follows:

A student who fails to meet these standards for one (1) •	
semester will be placed on academic probation. 
If a student fails to meet the minimum standards for two •	
(2) consecutive semesters that student will be placed on 
academic suspension. 
A student on academic probation may continue at the •	
University pending a review for improvement in his or her 
academic performance. 
A student on academic suspension is required to remain •	
out of the University for one (1) regular academic term. His 
or her record will reflect that the student is on academic 
suspension. 
Once a student is dismissed for academic reason the •	
student may apply for re-admission after being out for no 
more than one (1) semester. 

sTUDENT’s RIGhT TO DROP A COURsE 
 
Generally, courses may be dropped without restriction from the 
first day of class through the first four weeks of class. A standard 
course dropped during the first five weeks of classes will not 
appear on the student’s permanent record. A standard course 
dropped after the first five weeks of classes will appear on the 
student’s record as a “w” and the student will be charged for 
the course.

TAx DEDUCTIONs FOR EDUCATION ExPENsEs

The Internal Revenue Code provides both tax credits and 
deductions that may be taken to reduce the federal income 
tax burden for students or those paying the costs of a student’s 
higher education. Please contact the IRS or trusted practitioner 
in the field for further information.  
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4. COURSE DESCRIPTIONS

UNDERGRADUATE PROGRAM: BAChElOR OF BUsI-
NEss ADMINIsTRATION (BBA)

Curriculum and Degree Requirements The degree will be grant-
ed to students who successfully earn a total of one-hundred 
and twenty (120) credits 

BBA CORE REQUIREMENTs
Course Number Course Title Units

BB 400 Computer Information Systems 
Management

3

BB 401 Principles of Accounting 3

BB 402 Business Communications 3

BB 403 Organizational Behavior 3

BB 404 Business law 3

BB 405 Managing Conflict Resolution 3

BB 406 Statistics and Research Methods 3

BB 411 Principles of Marketing 3

BB 413 labor Relations 3

BB 416 International Economic Systems 3

BB 418 Human Resource Management 3

BB 422 Corporate Finance 3

BB 423 leadership and Ethics 3

BB 424 Business Policy and Strategy 3

BB 425 Sales Management 3

BB 426 Advertisement 3

BB 428 Global Macroeconomics Orienta-
tion

3

BB 432 Project/Risk Management 3

BB 434 E-Business 3

BB 436 Supply Chain Management 3

BB 446 Principles of Finance 3

BB 450 BBA Project 3

TOTAl 66

Note: Students will be required to consult with their advisers for specialization

BBA COURsE DEsCRIPTIONs 

DEPARTMENT OF BUSINESS MANAGEMENT
Undergraduate Course Descriptions

BB 400: Computer Information systems Management - Con-
temporary Issues in Information Systems uses a mixture of textbook 
assignments, cases, and Internet research to highlight the key issues 
faced by managers in developing global IS and IT strategies. The 
material will develop an understanding of market assessment and 
market entry issues. It will equip the student with an appreciation for 
the idiosyncrasies involved with the planning and implementation of 

marketing, along with the marketing mix strategies that come into 
play. The student will be exposed to both domestic and international 
aspects and issues related to marketing which will help to develop the 
problem-solving skills that are required for this style of business.

BB 401: Principles of Accounting - Accounting is the language of 
business. It provides information to managers, owners, investors, gov-
ernmental agencies, and others inside and outside the organization. It 
is a system that measures the activities of a business in financial terms.

BB 402: Business Communications - Good communications is 
a universal essential in all business. The Business Communications 
student will learn the forms of business communication, verbal and 
non-verbal communications and the challenging need for excellence 
in communication. The newest forms of sending messages--e-mail, the 
Internet, fax, long distance--as well as more common forms of com-
municating messages from point A to point B, such as the typewritten 
word and the US mail system, are covered.

BB 403: Organizational Behavior - This course is an introduction 
to organizational psychology and behavior. Through a combination 
of theories, case studies, and overall hands on approach to study, it 
will be the goal of the class to acquaint the students with the behavior 
related to organizations through the study of related topics. Key topics 
include but are not limited to, effective communication, motivation, 
leadership, conflict, human resources, and how to deal with stress in 
the workplace.

BB 404: Business law - This course is an introduction to business 
law. It inquires into the legal, ethical and global environments in which 
businesses carry out their activities. Specific attention will be given to 
acquainting the student with some of the legal and ethical issues con-
fronting those engaged in business and to increase awareness among 
students of some of the forces with which they must contend as they 
attempt to negotiate the terrain of business. It is hoped that students 
will leave the course with a basic understanding of the tension that 
exists in business between profit and people and a willingness to 
maintain their concern for people ahead of that for profit.

BB 405: Managing Conflict Resolution - Focuses on conflict pro-
cesses and dynamics. This course draws from literature on the social 
and behavioral sciences and from the recent research in organization, 
community, labor and international conflict.

BB 406: statistics and Research Methods – This course has been 
designed to integrate research methods and application of statistical 
techniques for business operations. The course will focus on decision 
making processes and hierarchy of decision, problem identification 
and research design, data collection and measurement, descriptive 
and inferential statistics, hypothesis testing, and interpretation of 
statistical findings in the business world.

BB 411: Principles of Marketing - Principles of Marketing takes a 
practical, managerial approach to marketing. The course will provide 
practical examples and applications, illustrating the major decisions 
that a marketing manager would face in their efforts to balance the or-
ganization’s objectives and resources against needs and opportunities 
in the marketplace. The course reveals the drama of modern market-
ing, and utilizes current and recent examples of real-world marketing 
problems and solutions to drive home the concepts and to bring 
marketing to life. The student will receive a comprehensive, innovative, 
managerial and practical introduction to marketing in a straightfor-
ward, easy to understand presentation.
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BB 413: labor Relations - This course is a survey course intended 
to present the student with an overview on labor Relations, labor 
Relations Practices and Processes, and the many issues pertaining to 
this form of organized workplace, that is, a workplace in which a union 
represents the interests of an employee. In contrast, this course will 
also address the issues of a non-union workplace, the growing number 
of safeguards for nonunion employees, and the various employment 
laws pertaining to the non-union workplace environment. 

BB 416: International Economic systems – This course examines 
the alternative forms of economic organization that exist around the 
world. Areas of emphasis include the existing variations in the de-
mographic capitalist framework, the ongoing process of transition in 
formerly socialist nations, the emergence of new sources of competi-
tion within the global economy, and interaction between economics, 
politics, and culture in various societies. 

BB 418: human Resource Management – The development of 
current policies, practices, and techniques necessary to ensure effec-
tive personnel management in complex organizations are covered. 
There will be an emphasis on the role of operating supervisors, execu-
tives, and the union in researching such challenges as employee selec-
tion, training, placement, wage and salary administration, promotion, 
fringe benefits, employee services, and management-labor relations.

BB 422: Corporate Finance – The course begins with principles of 
finance and moves toward topics such as leasing, mergers, and mul-
tinational finance. The theories of finance are applied to investment 
instruments, including stocks, bonds, options, and future markets. 
Capital budgeting cost of capital, valuation, and risk are also studied; 
valuation and risk are also studied at an advancement level of analysis.

BB 423: leadership and Ethics – The focus in this course is on 
clarifying the distinction between management and leadership by 
examination of difference models of leadership and the integration of 
judeo-Christian ethical principles into various functional topics.

BB 424: Business Policy and strategy – A capstone course is 
designed to permit the student to integrate and apply principles and 
skills learned throughout the entire business program. A case study of 
domestic as well as international businesses helps students synthesize 
the functional areas of a corporation. An in-class presentation is a 
required component of this capstone experience.
BB 425: sales Management – Management of sales resources, 
activities and personnel is needed to identify customer needs and 
wants for products and services. This course analyzes sales opportuni-
ties through new product or service development, product strate-
gies, and product mix. It covers the relationship of sales to the overall 
organization development plan including advertising, production, and 
distribution.

BB 426: Advertising – This course teaches the concepts of advertis-
ing through a series of readings, assignments, examples, and actual 
multi-media advertising campaigns. The course is an introduction to 
both the theory and practice of advertising and provides important 
insights into how advertising is done, who does it, and the actual 
questions that must be resolved. It provides a focus on what principles 
and practices make advertising effective - and via a rich and extensive 
support package, the learning process becomes exciting, meaning-
ful, and effective. The course is designed to introduce the student to 
advertising foundations and environment. The class will discuss how 
advertising began, and where it fits in today’s marketing mix. Social 
issues, ethics, regulation, and responsibility are covered.

BB 428: Global Macroeconomics Orientation – This course 
examines the broader picture of performance of the national economy 
and how it is linked to the global economy. Students will learn some of 
the basic tools economists use such as fundamental concepts, graphi-
cal skills and overview of interrelated components.

BB 432: Project Management – This course is a study of topics 
involved with managing projects. It examines the roles and skills of the 
project manager and the project office. Students will study the phases 
of the life cycle, specifically the activities, requirements, methodolo-
gies, and tools common in project management. The course requires a 
high degree of student involvement throughout the semester. In class 
or online, working individually or in groups, students will be engaged 
in active learning. Many of the topics examined in this course have 
been well-documented in text books, journals, and other publications. 
Discussions about the topics covered during the semester will require 
student reading and research. Students should plan to prepare home-
work assignments prior to class, be prepared to discuss key issues in 
class and in online forums. A final exam will be given and class will 
conclude with presentations of the students’ research projects.

BB 434: E-Business – The internet has become an important influ-
ence in the world. Business on the internet, in terms of operations, 
marketing, security, etc., has increased concomitantly in influence. This 
course will provide a foundation for understanding the possibilities 
and potential pitfalls for doing e-business.

BB 436: supply Chain Management – The course focuses on how 
an enterprise matches supply with demand. Students will learn how 
to assess the optimum level of supply flexibility for a given industry 
and explore the strategies for increasing a firm’s supply flexibility. The 
material covers the basics of supply chain management, economics 
of supply and demand, market environment and customer psychol-
ogy, logistics of supply management, supply chain management as a 
competitive edge, and future trend of supply chain management.

BB 446: Principles of Finance – This course is designed to intro-
duce students with financial decision making process. The topics 
include micro and macroeconomics principles, corporate finances, 
investments and international financial systems.

 BB 450: BBA Project – Students must consult with their academic 
advisors.  
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MASTER OF BUSINESS ADMINISTRATION (MBA)

GRADUATE PROGRAM: MAsTERs OF BUsINEss AD-
MINIsTRATION (MBA) 

Curriculum and Degree Requirements 
The degree will be granted to students who successfully earn a 
total of Thirty-nine (39) units 
Elective/Specialization: up to twelve (12) units

MBA CORE REQUIREMENTs/ElECTIVEs 
Course Number Course Title Units

MB 515 Foundation of leadership & 
Team work

3

MB 516 Ethics and Responsibility 3

MB 517 Managerial Economics 3

MB 518 Organizational Theory and 
Development

3

MB 519 Research Methods & Statistics 3

MB 520 Management Information 
System

3

MB 521 Financial Planning 3

MB 523 International Trade and 
Finance

3

MB 524 Global Marketing 3

MB 525 Multinational Business 3

MB 530 Business law 3

MB 600 Masters Project/ Dissertation 
for MBA

6

Total 39

Electives Electives

Course Number Course Title Units
MB 544 E-Business 3

MB 546 Project Management 3

MB 547 Risk Management: Analysis & 
Mitigation

3

MB 548 Strategic Planning and Imple-
mentation

3

MB 550 Operations & Supply Chain 
Management

3

MB 558 Inventory Management & 
Control

3

Total 18

MBA COURsE DEsCRIPTIONs 

DEPARTMENT OF BUsINEss MANAGEMENT
Graduate Course Descriptions

MB 515: Foundation of leadership and Team Work – The 

course helps learners understand leadership strategies and manage-
ment tools in various business contexts such as startup companies, 
emerging growth companies, mature companies, changing market 
conditions, globalization, and technological innovations. The course 
will stress leadership traits and team dynamics, culture, communica-
tion and performance.

MB 516: Ethics and Responsibility – The course will examine 
managers’ and corporations’ responses to ethical issues. The objective 
is to develop a framework for thinking through the ethical implications 
of business decisions, exhibiting fairness and social responsibility. Par-
ticipants in this course will actively involve themselves in case studies, 
exercises and discussions of theoretical frameworks as tools for sound 
business decision making. Students will weigh company interest, 
social implications, legal and regulatory restrictions and competitive 
environment. All MBA candidates must take MB 516.

MB 517: Managerial Economics – This course describes the cur-
rent body of micro and macroeconomic knowledge relevant and ap-
plicable to business. This course provides students with strategic tools 
to use theoretical analysis to solve specific business problems through 
operations research. Topics include analytical tools for optimization, 
theory of demand, production and cost, linear programming and the 
theory of production, the firm and its objectives, market structure and 
pricing, general equilibrium and theory of money, theory of distri-
bution, theory of capital, capital budgeting, recent development of 
applied economics, and economic outlook for the future.

MB 518: Organizational Theory and Development – The course 
reviews theories and tools of organizational development (OD) start-
ing at the individual level and moving through interpersonal to the 
formation of groups. It takes a comprehensive approach to the change 
process through the integration of theory and practice in a business 
enterprise. Specific topics include ethics, interpersonal intervention, 
group dynamics, communication, cross-cultural awareness, organiza-
tional behavior, multinational organization and management develop-
ment.

MB 519: Research Methods & statistics – This course prepares 
graduate students to apply research techniques and statistical tools 
for business processes and decisions. It emphasizes the critical role of 
the manager as a knowledgeable user of descriptive and inferential 
statistics, capable of evaluating technical reports and empirical data. 
The course covers business research, descriptive statistics, probability 
theory, parametric and nonparametric statistics, analysis of variance, 
correlations and regression model, time-series analysis, forecasting 
and quality control.

MB 520: Management Information systems - This is a compre-
hensive course in design and analysis of computer-based information 
systems in business organizations. Criteria for the design of the system 
and the selection of related hardware and software, installation, 
implementation, and administration of the computerized information 
systems are discussed. Focus is on studying the process of the system 
development life cycle. This course is presented at the master’s level 
and writing assignments will be treated as such.

MB 521: Financial Planning – Graduate business students will be-
come aware of the various aspects of personal financial planning. They 
will be capable of making personal financial decisions after discover-
ing the best assets to use in making those decisions. Topics include; 
personal budgeting; personal taxes; personal banking; consumer 
credit; consumer legal protection; home, automobile, health, disability 
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and life insurance; investing in stocks, bonds, mutual funds, real estate 
and other investment alternatives; retirement planning; and estate 
planning.
MB 523: International Trade and Finance – This course presents 
the basics of international finance in a concentrated integrated experi-
ence focusing on policy and business applications, as well as covering 
theoretical frameworks. This course is designed to challenge students 
to think about exchange of goods, services and financial capital in a 
systematic and structured way. It is designed to provide them with 
tools to better understand how the differences between countries 
can provide opportunities for national growth and development in a 
cooperative environment, yet can also lead to economic (and political) 
conflict.

MB 524: Global Marketing - Contemporary Issues in Global Mar-
keting Strategy uses a mixture of textbook assignments, cases, and 
Internet research to highlight the key issues faced by managers in 
developing global marketing strategies. The material will develop an 
understanding of market assessment and market entry issues. It will 
equip the student with an appreciation for the idiosyncrasies involved 
with the planning and implementation of marketing, along with the 
marketing mix strategies that come into play. The student will be 
exposed to both domestic and international aspects and issues related 
to marketing which will help to develop the problem-solving skills that 
are required for this style of business.

MB 525: Multinational Business - Today’s internationalization of 
business requires managers to have a global business perspective. This 
course teaches students the concepts necessary to play an effective 
role in international business activities. Students are introduced to the 
myriad of details involved in doing business cross-culturally, learn the 
basics of importing and exporting, and learn how to interpret events 
and information that effect international trade.

MB 530: Business law – This course is an introduction to business 
law. It inquires into the legal, ethical and global environments in which 
businesses carry out their activities. Specific attention will be given to 
acquainting the student with some of the legal and ethical issues con-
fronting those engaged in business and to increase awareness among 
students of some of the forces with which they must contend as they 
attempt to negotiate the terrain of business. It is hoped that students 
will leave the course with a basic understanding of the tension that 
exists in business between profit and people and a willingness to 
maintain their concern for people ahead of that for profit.

MB 600: Masters Project/ Dissertation for MBA – To be arranged 
by the instructor.  (see page 21-22 )

ElECTIVEs

MB 544: E-Business – The Internet has become an important influ-
ence in the world. Business on the Internet, in terms of operations, 
marketing, security, etc., has increased concomitantly in influence. This 
course will provide a foundation for understanding the possibilities 
and potential pitfalls for doing e-business.

MB 546: Project Management – This course is a study of topics 
involved with managing projects. It examines the roles and skills of the 
project manager and the project office. Students will study the phases 
of the life cycle, specifically the activities, requirements, methodolo-
gies, and tools common in project management. The course requires a 
high degree of student involvement throughout the semester. In class 
or online, working individually or in groups, students will be engaged 

in active learning. Many of the topics examined in this course have 
been well-documented in text books, journals, and other publications. 
Discussions about the topics covered during the semester will require 
student reading and research. Students should plan to prepare home-
work assignments prior to class, be prepared to discuss key issues in 
class and in online forums. A final exam will be given and class will 
conclude with presentations of the students’ research projects.

MB 547: Risk Management: Analysis & Mitigation – This course 
deals with the understanding of risk and how risks are inherent in 
business. Discussions and case studies will cover major components of 
the risk management process: identifying source of risk, analyzing and 
assessing risk, responding to risk, contingency planning and establish-
ing contingency reserves. Special emphasis is given on risk mitigation 
planning to prepare managers for any unforeseen situations related to 
financial, marketing, technical, human relations and public relations.

MB 548: strategic Planning and Implementation – The course 
objectives are to provide guidelines and techniques for analysis, devel-
opment and implementation of a competitive strategy for any specific 
company. The course topics include assessment and analysis of the 
firm’s competitive strengths and weakness, resources and capabilities. 
A major part of the course will involve applying concepts, frameworks, 
analytical techniques, and managerial insights to strategic issues that 
real companies face. Students will be encouraged to apply this ap-
proach to their own company if appropriate. The course is designed to 
improve decision-making in a competitive and dynamic environment 
and thus enable managers to take action to improve a company’s posi-
tion in the market place.

MB 550: Operations & supply Chain Management – The course 
focuses on how an enterprise matches supply with demand. Students 
will learn how to assess the optimum level of supply flexibility for a 
given industry and explore the strategies for increasing a firm’s supply 
flexibility. The material covers the basics of supply chain management, 
economics of supply and demand, market environment and customer 
psychology, logistics of supply management, supply chain manage-
ment as a competitive edge, and future trend of supply chain manage-
ment.

MB 558: Inventory Management and Control – The course 
describes skillful inventory management decisions that make a signifi-
cant contribution to the bottom line of an enterprise. The topics cover 
decision theory, inventory decisions, understanding and application of 
the EOQ (Economic Order Quantity) model, optimum safety stock lev-
els, when-to-order decision, and inventory management with planned 
stock-outs.
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5. STUDENT SERVICES

sTUDENT lEARNING REsOURCEs

learning resources provided through the University enable its 
students and faculty to access library facilities, informational 
databases, and electronic communication services from the 
convenience and comfort of their homes and offices. learning 
resources have been developed and are continually updated to 
support high quality Faculty/Student communications.

lIBRARY AND BOOKsTORE

The University is registered with the library and Information 
Resources Network (lIRN).  The lIRN is a 501 (c)(3) nonprofit 
corporation formed in 1996.   It is a consortium of educational 
institutions that have joined together to share access to infor-
mation resources.  The lIRN also provides students with peer-
viewed and full-text journal, magazine, and newspaper articles, 
e-books, podcasts, audio, and video resources to support their 
academic studies from Gale Cengage, ProQuest, EBSCO, CREDO 
Reference, elibrary, and other topics for General Education, 
Business, and Medical programs.  

Students may use the University physical library facility if it is 
convenient for them. Textbooks, casebooks and other materials 
are available for purchase online, either through the education-
al platform of the program or through sources such as Amazon. 
Textbooks and Casebooks may also be purchased from local 
college bookstores, from publishers, or from other suppliers.  

The law School requires westlaw for its student body. westlaw 
provides exclusive access to leading primary law publications 
such as United States Codes Annotated (USCA), the National 
Reporter System, and the industry’s only annotated CFR.  west-
law provides all the same titles found in law libraries across the 
United States, online, all in one place.  westlaw has the com-
plete American law Reports (AlR), one of the leading research 
and case-finding tools.  westlaw also includes top jurisdic-
tional and practice area analytical resources such as wright 
and Miller’s Federal Practice and Procedure, Ste jurisprudence 
titles, williston on Contracts, and more. westlaw bar-admitted 
reference attorneys offer world-class service and can help you 
find what you need.  They are always available (24/7/365), and 
always free. 

AccessMylibrary.com
Free access to over 30 million articles from top publications.  A 
non-profit organization of 49 college and university libraries.

Bridgeway Internet library
A directory of library and educational resources from around 
the world.

The European library
Search the content of Europe’s national libraries.

Google Book search
Search the text of more than 7 million titles from 
Google Books with more than 1 million available for free down-
load.

Google scholar
Provides a search of scholarly literature across many disciplines 
and sources, including theses, books, abstracts and articles.

Ingentaconnect
The home of scholarly research.

Internet Archive
Over 2.5 million free e-books and text items.

learning Express library
whatever your goal, learning Express library’s resources will 
help you succeed.

lexcycle
Free e-reader for your iPad, iPhone or computer with access to 
over 100,000 free e-books.
 
libraryspot.com
Simplifying the search for the best library and reference re-
sources on the web.

libriVox
listen to public domain books read by volunteers.

The Online Books Page
listing’s of over 40,000 free books online.

Open library
Over 1 million free titles.

Page By Page Books
Read books online, for free.

Project Gutenberg
Over 33,000 free eBooks to download with affiliate links to over 
100,000 additional free e-books.

The Purdue Online Writing lab
Over 200 free online resources for writing, research, grammar, 
mechanics and style.

Read Print
Free online books library for students, teachers, and the classic 
enthusiast.

The smithsonian Institution
The world’s largest research organization.
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sTUDENT’s RIGhTs AND GRIEVANCE PROCEDUREs

Students are encouraged, at all times, to verbally communicate 
their concerns to members of the faculty and administration 
for amicable solutions. A written grievance, addressed to the 
vice President of Academic Affairs, must be received from 
the student within forty-eight (48) hours after the incident 
or within a reasonable time thereafter. The vice President will 
verify that the student has made a verbal attempt to resolve 
the concern with the instructor or other staff member. If the 
student has followed the above steps, a grievance committee 
hearing will be set within twenty-four (24) hours after of receipt 
of the report. Such committee will include the vice President 
and Instructor and/or appropriate staff member. In addition, all 
persons involved with the incident must be present at the time 
of the hearing. The committee will meet immediately, in the 
absence of those involved, to review the evidence and vote on 
a decision. The decision of the committee will be communicat-
ed immediately. If the decision is unacceptable to the student, 
the student must, within twenty-four (24) hours of the hearing, 
send copies of all documents and a cover letter explaining why 
the decision is unacceptable. All complaints will be resolved 
within thirty (30) days from the receipt date of the Incident 
Report. Unresolved complaints may be directed to the Registrar 
for further action.

NOTICE OF sTUDENT’s RIGhTs UNDER FERPA (PRIVACY)

In accordance with the Federal Family Educational Rights and 
Privacy Act of 1974 and campus procedures, students have the 
right:

To inspect and review their student records within forty-•	
five (45) days of the date the University receives a written 
request for access. Students should submit their requests 
in writing to the Registrar, Dean or other appropriate Uni-
versity official for the office having custody of the request-
ed records. The request must identify the record(s) they 
wish to inspect and review. The official will make arrange-
ments for access and notify the student of the time and 
place where the records may be inspected. If the official 
receiving the request does not maintain the records, that 
official shall advise the student of the correct official and 
redirect the request. 
To request the amendment of his or her own student •	
record, if a student believes the records is inaccurate or 
misleading. Students should submit a written request to 
amend a record that they believe is inaccurate or mis-
leading to the campus official responsible for the record, 
clearly identifying the portion of the record they want 
changed, and specifying why it is believed to be inaccurate 
or misleading. If the University determines that the record 
should not be amended as requested by the student, the 
University will notify the student of the decision and advise 
him/her of the right to a hearing regarding the request for 
amendment. Additional information regarding the hearing 
procedures will be provided to the student when notified 
of the right to a hearing.
To consent to disclosures of personally identifiable infor-•	

mation contained in the students’ records, except to the 
extent that law and policy authorize disclosure without 
consent.  One exception permitting disclosure without 
consent is disclosure to campus officials having a legiti-
mate educational interest in the records. A University 
official is any individual designated by the administrator to 
perform an assigned function on behalf of the University. 
legitimate educational interest means a demonstrated 
need to know by officials who act in a student’s education-
al interest. Such an official has a “legitimate educational 
interest” in a record if the official is performing a task:

Specified in his or her job description 1. 
Specifically related to the official’s participation in the 2. 
student’s education
Specifically related to the discipline of a student or 3. 
Specifically related to providing a service or benefit associ-4. 
ated with a student or student’s family

Another exception permitting disclosure without consent 
is Public Information, defined as information contained in a 
student record that would not generally be considered harm-
ful or an invasion of privacy if disclosed, unless the student has 
notified the Registrar that such information is to be treated as 
confidential with respect to the students’ confidentiality.  The 
University designates as public the following categories of 
information regarding students:

The student’s name, address(es) and telephone number(s) •	
(local and/or permanent addresses, including e-mail ad-
dresses)
Major field of study; dates of attendance; number of course •	
units in which enrolled
Degrees and honors received; most recent previous educa-•	
tional institution attended
Participation in officially recognized activities•	
Parent/guardian information is confidential. It is used by •	
the University only for notification of events, ceremonies, 
awards, and development or in case of an emergency 
involving the student

*The right to file a complaint with the U.S. Department of Edu-
cation concerning alleged failures by the University to comply 
with the requirements of the Federal Educational Rights and 
Privacy Act, should be addressed to the:

Family Policy Compliance Office
U.S. Department of Education
Maryland Avenue Sw
washington, D.C. 
20202-5920
USA-lEARN (1-800-872-5327)

sTUDENT RECORDs POlICY

The School of Business administrative offices consist of the Ad-
missions Office, the Education Services Office, the Finance Of-
fice and the Registrar’s Office. Under the supervision and direc-
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tion of the vice President of Administration and the Registrar, 
all financial, administrative and student records are maintained 
in individual computers. This information is encrypted and 
backed up daily to a secure offsite location. Student correspon-
dence is retained in individual student files and maintained in 
locked file cabinets in locked offices maintained by the Regis-
trar and the Director of Operations.

Student’s educational records are maintained in the Office of 
the Registrar in locked file cabinets in an office that is locked 
when unattended.  The records are also scanned and saved to 
an external hard drive which is continuously encrypted and 
backed up to a secure online service. It is mandated by Califor-
nia law that these records be maintained on site for a minimum 
of seven (7) years. Transcripts are maintained both electroni-
cally and in hard copy for at least fifty (50) years.  This building 
is protected and secured by alarm systems and security guards.  
The School of Business maintains a hardcopy file on every 
student, which contains initial contact requesting information 
about enrollment through graduation. 

Maintained records are as follows:

Picture ID•	
Application•	
School Transcript•	
Transcript of Previous course work•	
Academic Evaluation Report (AER)•	
Enrollment Agreement•	
Formal Admission letter•	
Copy of the Diploma •	

Permanent records of all students’ and graduates’ grade 
transcripts are to be maintained for a minimum of fifty (50) 
years.  Each student receives copies of their official transcript of 
courses upon completion of their degree program.  Additional 
copies are available for $25.00 per copy. Former graduates 
can submit a written request with payment in advance for an 
official transcript. This can be done by email, fax, or mail. The 
University also provides express service for an additional fee.

sExUAl hARAssMENT/AssAUlT POlICY

Sexual harassment of all persons who participate in University 
programs and activities is prohibited by law and by the Univer-
sity policy and regulations.

NON-DIsCRIMINATION POlICY 

American Heritage University of Southern California does not 
discriminate on the basis of race, color, national origin, sex 
(including sexual harassment), handicap (or disability), or age in 
any of its policies, procedures, or practices in compliance with 
Title vI of the Civil Rights Act of 1964 (pertaining to race, color 
and national origin); Title Ix of the Education Amendments of 
1972 (pertaining to sex); Section 504 of the Rehabilitation Act 
of 1973 (pertaining to age).

sTUDENT REsPONsIBIlITY

Students are expected to acquaint themselves with University 
policies, requirements, procedures, and regulations. Students 
are to remain cognizant of these policies and procedures 
during their attendance at the University. These policies and 
procedures include, but are not limited to:

Attending all sessions of all classes •	
Submitting an application, requesting transcripts from •	
other colleges and taking assessment tests and/or obtain-
ing waivers if applicable 
Reading all materials assigned and/or distributed•	
Preparing and submitting all class assignments in a com-•	
plete and timely manner
Taking all examinations at their regularly scheduled time•	
Participating in assessment, orientation and advisement •	
sessions
Paying all charges and debts by their due date•	
Treating all faculty and staff with respect and courtesy•	

JOB PlACEMENT AssIsTANCE
    
Though the University does not currently offer any services re-
lated to job placement, however, credible references are invari-
ably provided to students when inquiries are made prospective 
employers.

hOUsING 

The University does not offer housing or food services on or off 
campus. However, students seeking accommodation can be 
assisted with current housing information within the locality 
of San Bernardino County where American Heritage University 
of Southern California is located. For more information, please 
contact the registrar at registrar@amheritageuniv.net.

AlUMNI AssOCIATION 

The mission of the Alumni Association of the University is to 
foster a mutually beneficial relationship between the institution 
and its Alumni. Our goal is to foster a sense of pride in Ameri-
can Heritage University of Southern California and to foster a 
shared commitment to attaining the excellence in education to 
which we aspire.
For further information about the Alumni Association:  

Alumni office at: alumni@amheritageuniv.net 

info@amheritageuniv.net
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6. TUITION AND FEES

Tuition must be paid two weeks in advance of the start of the current term along with the submission of the Registration Form. 
late registration is permitted up to the first day of the start of the term, but tuition and late registration fees must be paid before a 
student is considered enrolled in the class. There are no exceptions. The tuition for the programs is as follows:
 
school of Business Management: Tuition Fees

1 BACHElOR’S DEGREE (BBA) $150.00 per unit

1 MASTER’S DEGRE (MBA) $250.00 per unit

Note: Tuition does not include application fee, textbooks, material fees or other related charges.

FEE sChEDUlE
Application Fee*    $ 50.001. 
Student Registration    $ 100.002. 
late Payment Fee    $ 25.003. 
Diploma     $ 100.004. 
Diploma Replacement   $100.005. 
Certified Transcript    $ 25.006. 
Deferred Payment Fee   $ 75.007. 
Returned Check Fee    $ 35.008. 
Special/Re Examination Fee   $ 25.009. 
Student ID Card    $ 25.0010. 
Graduation Fee (one-time charge)  $ 500.0011. 
Graduation (Non-Attendance Fee )  $ 350.0012. 
Course Add/Drop Fee    $ 25.0013. 
late Registration Fee    $ 25.0014. 
Student Technology Fee**   $100.0015. 
Experiential Credit Evaluation Fee  $100.00 per unit16. 
STRF***     0.05% of Tuition17. 

TUITION ChARGEs FOR ENTIRE EDUCATIONAl PROGRAM

PROGRAM UNITs PER UNIT TUITION APP. FEE* sTRF** TOTAl ChARGEs

BACHElOR’S DEGREE (BBA) 60 $150 $9000.00 $50 $4.50 $9054.50

MASTER’S DEGRE (MBA) 39 $250 $9750.00 $50 $4.88 $9754.88

* Non-refundable
** The Student Technology Fee is for accessing the AHUSC learning platform.  It is fully refundable at first class session, or the seventh day after enroll-
ment, whichever is later
*** If applicable, non-refundable
 
Note: Students must purchase textbooks and other required study materials, estimated between $350-$700 per year. Students will not be able to pass a 
course without the required course materials. 

TUITION PAYMENT OPTIONs
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The University is aware of and responsive to the needs of its 
students. Accordingly, various payment schedules and plans 
are available. Please contact the Director of Admissions for 
further details.

FINANCIAl AssIsTANCE

The University does not participate in Title Iv financial fund-
ing and therefore does not offer financial aid opportunities or 
student loans. At the present time, there are no state or feder-
ally guaranteed student loan programs or grants. however, the 
university does offer a limited number of scholarship oppor-
tunities.

FINANCIAl REsPONsIBIlITY
 
A student may be suspended from the University, for failure to 
pay the tuition and fees as agreed to in the Student Enrollment 
Agreement. 

REFUND POlICY

sTATE OF CAlIFORNIA sTUDENT TUITION RECOVERY FUND 
(sTRF)

The State of California created the Student Tuition Recovery 
Fund (STRF) to relieve or mitigate economic losses suffered 
by California residents, who were students attending schools 
licensed by the Bureau for Private Postsecondary Education 
(BPPE). You may be eligible for STRF if you are a California 
resident, prepaid tuition, paid the STRF fee, and suffered an 
economic loss as a result of any of the following:

The school closed before the course of instruction was •	
completed
The school failed to pay refunds or charges on behalf of •	
a student to a third party for license fees or any other 
purpose, or to provide equipment or materials for which a 
charge was collected within one-hundred and eighty (180) 
days before the closure of the school
The school’s failure to pay or reimburse loan proceeds •	
under a federally guaranteed student loan program as 
required by law or to pay or reimburse proceeds received 
by the school prior to closure in excess of tuition and other 
cost. The school’s breach or anticipatory breach of the 
agreement for the course of instruction
There was a decline in the quality of the course of instruc-•	
tion within thirty (30) days before the school closed, or 
if the decline began earlier than thirty (30) days prior to 
closure, a time period of decline determined by the Bureau
The school committed fraud during the recruitment or •	
enrollment or program participation of the student
You may also be eligible for STRF if you were a student who •	
was unable to collect a court judgment rendered against 
the school for violation of the Private Postsecondary and 
vocational Education Reform Act of 1989. 

You must pay the state-imposed assessment for the Student Tu-
ition Recovery Fund (STRF) if all of the following applies to you:

You are a student in an educational program, who is a Cali-1. 
fornia resident, or are enrolled in a residency program, and 
prepay all of part of your tuition either by cash, guaranteed 
student loans, or personal loans, and
Your total charges are not paid by any third-party payer 2. 
such as an employer, government program or other payer 
unless you have a separate agreement to repay the third 
party.

You are not eligible for protection from the STRF and you are 
not required to pay the STRF assessment if either of the follow-
ing applies:

You are not a California resident who attended a Bureau •	
licensed or registered school.
All of your tuition is paid by a third party-payer (such as •	
employer, government program, or other payer) and you 
have no separate agreement to repay the third party.

If you have questions that were not answered by the University, 
you may contact:

Bureau for Private Postsecondary Education (BPPE)
2535 Capitol Oak Drive, Suite #400
Sacramento, CA 95833
Toll Free: 888-370-7589
Fax: 916-263-1897
www.bppe.ca.gov

sTUDENT’s RIGhT TO CANCEl

The student has the right to cancel the enrollment agreement 
and obtain a refund of charges paid through attendance at first 
class session, or the seventh day after enrollment, whichever is 
later.

CANCEllATION OR WIThDRAWAl WhIlE UsING lOAN

if a student obtains a loan to pay for an educational program, 
the student will have the responsibility to repay the full amount 
of the loan plus interest, less the amount of any refund, and 
that, if the student has received federal student financial aid 
funds, the student is entitled to a refund of the moneys not 
paid from federal student financial aid program funds.
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I have received a copy of the AHUSC Catalog which contains the rules, regulations, course completion requirements, and costs of 
the specific course in which I have enrolled. 

Print Name:_________________________________________

Signature: __________________________________________

Social Security, C-Number or Student I.D. #:_______________

Enrolled by:____________________    Date: ______________  

Disclaimer: Please Note
The information contained in this catalog is correct at the time of going to press. It may not be construed as an agreement between American Heritage Univer-
sity School of law and any intending students or other parties. Similarly, the School of law may not be held responsible for any errors of a typographical nature, 
although all reasonable steps have been taken to correct such errors.. The School of law reserves the right to make amendments or modifications or change any 
information contained in this catalog without notice and without compensation whatsoever.

© Copyright 2013 American Heritage University of Southern California, All rights reserved.
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