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DESCRIPTION: The Certificate of Achievement in Bookkeeping provides students with the necessary skills for entry-level positions such as accounts receivable 
or payable clerk, general secretary/bookkeeper, part-time bookkeeper, and payroll clerk. 

TERM 1 – TOTAL CREDIT HOURS: 15 Credits Pre-Requisite/Co-Requisite Area Min Grade Milestones and Notes 
ENG 100 or ENG 101 or ENG 107 or ENG 113 3 Placement or C- or up in ENG 98 or ESL 139 GE Comm C 
ACC 135B Bookkeeping I 3 None Special Prog Req C 
BUS 101 Introduction to Business 3 None Special Prog Req C 
COT 101B Computer Keyboarding I 3 None Special Prog Req C 
ACC 201 Financial Accounting 3 None Special Prog Req C Mandatory Advising Required 

TERM 2 – TOTAL CREDIT HOURS: 15 Credits Pre-Requisite/Co-Requisite Area Min Grade Milestones and Notes 
ACC 220 Microcomputer Accounting Systems 3 ACC 201 Special Prog Req C 
ACC 223B Introduction to QuickBooks 3 ACC 201 Special Prog Req C 
IS 101 Intro to Information Systems 3 None Special Prog Req C 
BUS 106 or BUS 108 3 C or up in either ENG 100 or ENG 101 Special Prog Req C 
ACC 105 or ACC 222B 3 Depends on course chosen Special Prog Req C Apply for Graduation 
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