Crowder
College

CERTIFICATE - Office Administration Il

Done Curr To do Done Curr To do
Orientation 1 hour
COLL 101 Minimum of 4 hours
26 Hours
BSAD 103 Professional Dev (2) _|__|___| BSAD 108 Personal Finance (3) I D
BSAD 121 Business Math (3) | _—"1__1BSAD 110ProbinOffand BusAdmin(1) |___  [__ |
BSAD 125 Bus Computer Apps (3) | __—"1__"1] BSAD 150 Intro to Business (3) I D
BSAD 130 Bus Correspondence* (3) | 1__ | BSAD 225 Adv Bus Comp Apps* (3) N D
ENGL 100 Mechanics of Comp (3)
OR ENGL 101 English Composition I* (3) " 1_1 OA 108Introto Transcription (3) I D
OA 102 Filing Sys&RecMgmt(3) |__ |__ | __ | OA 113 Desktop Publishing (3) I D P
OA 107 CollegeKeyboard* (3) |l 1__| OA 211 Sec Off Procedures (3) I D
OA 200 Word Porcessing | (3) " 1_"1 oA 215 Medical Terminology (3) I D
OA 100 Practical Accounting (3) I D
OR BSAD 160 Prin of Accounting I (3) I D P
Comments:

Dean:

Date:




Effective Fall 2006



