COURSE SELECTION GUIDE
BUSINESS OFFICE TECHNOLOGY:


ADMINISTRATIVE SUPPORT ASSISTANT


CERTIFICATE

NAME_____________________________________________
BANNER ID NO.__________________

ADDRESS__________________________________________

PROGRAM ENTRY DATE__________

_____________________________________________
ADVISOR________________________


PLACEMENT ASSESSMENT:

MAT*075(DS091)_________MAT*095(DS095)_________ENG*003(DS010)_________ENG*073(DS011)________
ENG*013(DS050)___________________DS099___________________ENG*043(EN100R)__________________


PROGRAM REQUIREMENTS

FIRST SEMESTER

SEMESTER












   CREDITS

TAKEN

GRADE


___________

__________
ENG*101     
COMPOSITION



    (EN101)
3

___________

__________
ACC*113
PRIN OF  FINANCIAL ACCOUNTING
    (AC101)
3

___________

__________
BOT*111
KEYBOARDING FOR INFO PRO I               (BOT102)
3

OR
BOT*112
KEYBOARDING FOR INFO PRO II
   (BOT103)


___________

__________
BOT*137
WORD PROCESSING APPLICATIONS        (BOT120)
3

___________
_____
__________
ELECTIVE
BUSINESS






3


SECOND SEMESTER

___________

__________
BOT*112 
KEYBOARDING FOR INFO PRO II                (BOT103)
3

OR

BOT*210
COMPUTERIZED OFFICE APPLICATIONS  (BOT223)


___________
_____
__________
ELECTIVE
BUSINESS (APPROVED BY BOT ADVISOR ONLY)
3

___________

__________
BOT*251
ADMINISTRATIVE PROCEDURES
     (BOT212)
3

___________

__________
BBG*210
BUSINESS COMMUNICATION   (sp/sum)
     (BU211)
3

___________

__________
BOT*260
ADMINISTRATIVE   MANAGEMENT
     (BU205)
3

TOTAL

         30


The BOT Academic Advisor must approve business electives.  
Business electives: AC-BBG/BES/BFN/BMG/BMK-BOT-CSA/CSC/CST-ECN.

BOT*210 can be used as a business elective.

rev. Fall 1996
FALL 2001

No change for Fall 2002                                                                                                          FALL 2004
