Business Office Technology

Legal Certificate & Course Modules

Now you can earn a Business Office Technology-Legal Certificate of Achievement to prepare for
entry-level work in a legal environment, or, you can simply enhance your knowledge of the law.

These modules are from .5 to 1 units and generally will

be offered in a Friday night/Saturday format.

COMING THIS FALL - 2007 CLASSES
e Legal Office Procedures (1 unit)

e History of Law (.5 unit)

e Landlord/Tenants Rights (.5 unit)

e Basic Wills (1 unit)

Business Office Technology

CORE REQUIREMENTS 23
(for General, Medical & Legal certificates)
LOOK FOR THESE IN SPRING 2008 Bus. Off. Tech. 55 Machine Transcription 2
* Constitutional Rights and Responsibilities Bus Off. Tech. 70 Business English 3
* Juvenile Rights and Responsibilities Bus. Off. Tech. 100 Beginning Typing/Keyboarding;
. . .. . or 101 Inter. Typing/Keyboarding;
* California Civil Complamts or 102 Advanced Typing/Keyboarding 3
e California Civil Discovery Bus. Off. Tech. 110 Business Calculators 1
Bus. Off. Tech. 111 Business Calculator Simulations 1
Bus. Off. Tech. 120 Word Processing  on a Micro. 1.5
To complete your certificate take these: Bus. Off. Tech. 121 Word Processing Il on a Micro. 1.5
. ) Bus. Off. Tech. 140 Office Procedures 3
Business Office TeChnOIOSY - Bus. Off. Tech. 144 Records & Database Mgmt. 2
Legal Certificate of Achievement Bus. Off. Tech. 170 Written Communication for Business 2
Bus. Off. Tech. 196 Occupational Work Experience 2
CORE REQUIREMENTS 23
BUS 212 The Legal Environment of Business 3
BOT 90.1 Legal Office Procedures 1
BOT 90.2 History of the Law 5
Plus 4.5 additional units selected from the following:
BOT 90.3 Landlord-Tenant Rights and Responsibilities .5
BOT 90.4 Basic Wills i Need more
BOT 91.1 Constitutional Rights and Responsibilities 5 inf . 2
BOT 91.2 Juvenile Rights and Responsibilities 1 iInformation/’
BOT 91.3 California Civil Complaints 1
BOT 91.4 California Civil Discovery 1 Call Terri Robertson at
Total Units 32 707.468.3021
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