

[image: image1.wmf] 
Skill Certificate
BUSINESS ADMINISTRATION: BOOKKEEPING
In order to earn a Skill Certificate in Business Administration: BOOKKEEPING the student must complete all REQUIRED COURSES with a grade of “C” or better.

Required Courses:

	Course:
	Title:
	Units:

	ACCTG 1
OR

ACCTG 21

AND

ACCTG 22
	Introductory Accounting I 
OR 

Bookkeeping and Accounting I
AND

Bookkeeping and Accounting II
	5
OR

3

AND

3

	BUS 1
	Introduction to Business
	3

	BUS 38
	Business Computations
	3

	CAOT 85
	Microcomputer Office Applications Spreadsheet
	3

	COOP ED
	Cooperative Work Experience Education
	2

	TOTAL UNITS
	16-17
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