NUNEZ COMMUNITY COLLEGE
OFFICE CAREERS – CERTIFICATE OF TECHNICAL STUDIES
(Legal Option)

	NAME:  
	
	
	

	
	Last
	First
	Middle

	Social Security Number:
	
	Catalog 2008-2009

	Course No.
	Course Title
	Substitute or Transfer Course
	College

	21 Hours in Required Courses in Major. *Must earn a grade of “C” or better. Twelve hours must be in residence. 
	Hrs
	Grade

	BUSN 1050*
	Business Mathematics*
	
	
	3
	

	CINS 1000*or
CINS 1100*
	Computers for Everyday Use* or
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
	

	CINS 2200*
	Advanced Word Processing*
	
	
	3
	


9 Hours of Approved Electives. Select three courses from the following: OADM 1410, OADM 1700, OADM 1710, or OFCR 1500
	
	
	
	
	3
	

	
	
	
	
	3
	

	
	
	
	
	3
	


3 Hours of General Education Requirements.

	ENGL 1010
	English Composition I
	
	
	3
	













   TOTAL:       33
_____________________________________________

________________________________________

Exit Advisor’s Signature                                Date              
Dean’s Signature                                  Date

















































