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Office Technology Certificate of Proficiency (18 credit hours) 
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     GENERAL EDUCATION CLASSES – 6 credit hours 
ENGL 1311 English Composition I      
MATH 1301 College Business Mathematics      

     BUSINESS/CIS CLASSES – 12 credit hours 
BUS 1113 Business Machines/Math Applications      
BUS 1233 Document Processing      
BUS 1513 Introduction to Word Processing/Microsoft® Word      
CIS 1103 Computer Concepts      

                                                                                                                                           TOTAL HOURS  
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