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DIV BUS & TECH
     MAJ OFFICE CAREERS

    SUBSTITUTION
    CLLGE  Approval Attached
                 QUAL
     COURSE NO.

TITLE



        PREFIX     NO.     ORIGIN    YES      NO       GRD    HRS     PTS
AREA OF MAJOR
	BUSN 1100 
	Introduction To Business*
	
	
	
	
	
	
	3
	

	CINS 1000 or

CINS 1100
	Computers For Everyday Use* or
Survey Microcomputer Applications*
	
	
	
	
	
	
	3
	

	OFCR 1200
	Beginning Typing*
	
	
	
	
	
	
	3
	

	ACCT 1100  or

ACCT 2010
	Accounting for Office Careers* or
Principles of Accounting I*
	
	
	
	
	
	
	3
	

	BUSN 2400 
	Business Communications*
	
	
	
	
	
	
	3
	

	CINS 1200 
	Word Processing*
	
	
	
	
	
	
	3
	


9 HOURS OF APPROVED ELECTIVES**
	ELECTIVES FOR ACCOUNTING EMPHASIS

	ACCT 1500
	Payroll Accounting**
	
	
	
	
	
	
	3
	

	ACCT 2020
	Principles of Accounting II**
	
	
	
	
	
	
	3
	

	ACCT 2100
	Computerized Accounting**
	
	
	
	
	
	
	3
	

	ACCT 2150
	Managerial Accounting**
	
	
	
	
	
	
	3
	

	ACCT 2180
	Intro To Gov. & Not for Profit Acct**
	
	
	
	
	
	
	3
	

	ACCT 2200
	Tax Accounting**
	
	
	
	
	
	
	3
	

	ACCT 2330
	Auditing Principles**
	
	
	
	
	
	
	3
	

	CINS 1300
	Spreadsheets
	
	
	
	
	
	
	3
	

	ELECTIVES FOR LEGAL EMPHASIS

	OFCR 1500
	Legal Typing**
	
	
	
	
	
	
	3
	

	OADM 1500 
	Legal Office Procedures**
	
	
	
	
	
	
	3
	

	OADM 1700 
	Legal Terminology & Transcription**
	
	
	
	
	
	
	3
	

	OADM 1710
	Advanced Legal Transcription**
	
	
	
	
	
	
	3
	

	ELECTIVES FOR MEDICAL EMPHASIS

	OFCR 1600
	Medical Typing**
	
	
	
	
	
	
	3
	

	OADM 1600 
	Medical Office Procedures**
	
	
	
	
	
	
	3
	

	OADM 1800 
	Medical Terminology & Transcription**
	
	
	
	
	
	
	3
	

	ELECTIVES FOR GENERAL EMPHASIS

	OFCR 1100 
	Office Machines**
	
	
	
	
	
	
	3
	

	OFCR 1300 
	Intermediate Typing**
	
	
	
	
	
	
	3
	

	OADM 1400
	Professionalism (Formally Office Proceedures**
	
	
	
	
	
	
	3
	


GEN. ED. REQUIREMENTS
	 ENGL 1010
	English Comp I 
	
	
	
	
	
	
	3
	

	 MATH 1200 or
 MATH 1300
	Survey of Mathematical Concepts or College Algebra
	
	
	
	
	
	
	3
	

	
	Humanities, Fine Arts, or Social Science ++
	
	
	
	
	
	
	3
	


TOTAL # HRS. 36

*
Major course that must be completed with a grade of “C” or better.
++
Refer to page 87 for a complete list of approved courses for humanities, fine arts, natural sciences, and social sciences.
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