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CHATTAHOOCHEE VALLEY COMMUNITY COLLEGE

A.A.S. - Business and Office Technology:
Legal Administrative Technology option

The legal administrative technology option is designed for individuals seeking employment
in law offices, courthouses and government positions that specialize in preparing technical
documents that are the basis for legal records.

credit hours
Area I: Written COmposItion .......ccvvvuiiiieniieienseiereriiraareeranreenenns 6
ENG 101  English Composition] . ... . ... ... ... .. ... ... ... 3
BUS 215  Business Communications (preferred) ..................... 3
or ENG102  English Composition Il ... ... ... i 3
Area ll: Humanities and FIN@ ArtS ... ...uuiiiiiiainninniierisareinnssasnasnanenes 6
SPH 107  Fundamentals of Public Speaking ......................... 3
or SPH106  Fundamentals of Oral Communication .................... 3
IS A R N R AN R i S e s R SR 3
Area lll: Natural Science and Mathematics .........ccvviiiiiiiiiiiinnniinniaeinans 9
MTH 100 Intermediate College Algebra (or higher level MTH) ......... 3
CIS146  Microcomputer Applications ..............ccooiiiiunana. 3
CIS113  Spreadsheet Software Applications (or ACC 149 or OAD 243)..3
Area IV: History, Social and Behavioral Sciences. ......coovviiiiiiiiiiiiiiinnininns 3
BUS 189  Human Relationships. ... .. ... ..o 3
or GEO, HIS, POL, PSY or SOCEIeCtVe. . i .. scouusssansussnssssssussssin 3
AreaV: Preprofessional Major and Elective COUrSes ........ovvvuvuuriaenannannns 45
Required Business and Office Technologycore .................couuue.. 33
BUS263  Legal and Social Environment ......... ..o, 3
OAD 103  Intermediate Keyboarding ............................... 3
0AD 125 Word Processing (or CIS111) ... iiiiiiiiiiiiinnana. 3
OAD 130  Electronic Calculations ... ... ... .. .. ............... 3
OAD 138  Records and Information Management. .................... 3
0AD 201 Legal Terminology ............ociiiiiiiiiiiiiiiiiinianns 3
OAD 202 Legal Transcription. . ... c..ciuiiiiiiiiiiiiiieiisinsnnnn 3
OAD 203 Legal Office Procedures .. ..........coociiniineniiianaenan 3
0AD 242  Office Internship (Last Semester)............c.oooiiunana. 3
0AD 244 Database Applications (or CIS117) .................... ... 3
0AD 246  Office Graphics and Presentations (or CIS115) .............. 3
**Electives (6 hours in CIS and 6 hours in BUS, ECOOrMST) ....cevvvvnnnnnn 12
I OORITBES -+ o650 armsins o i e e v W A S BN R S N SR 4 6
BUS, BCO OF MST OOKIESES o .o 4000050 01010 aim000 miioiaiaia s mio ncsiacassza s wa sinion 6
Additional degree reqUIreMeNnts .........covieeieuiniiniierireteainaiiaireseasnees 3
ORI 105  Orientation and Student Success ............c.coiuiinianas 3



