	Brunswick Community College

Student Advisement Checklist   

	NAME:
	____________________________
	Office Systems Technology



	Associate Degree

	Developmental Courses

	
	____ENG 075

____ENG 085
____ENG 095
	______MAT 050

_____  MAT 060
_____  MAT 070
	OTHERS?


	These courses may be required in order for students to have a reasonable chance to succeed in courses applicable to the Office Systems Technology program. They cannot be applied to the hours required for the diploma, but they do count in the semester load for tuition and status as a full-time student.

	First Semester (First Fall)

	Completed
	Course #
	Course Title
	Lecture Hours
	Lab       Hours 
	Work Experience
	Credit  Hours

	
	ACA 111 or ACA 115
	College Student Success or 
Success & Study Skills
	1
0
	0
2
	0
0
	1

1

	
	ENG 111
	Expository Writing
	3
	0
	0
	3

	
	MAT 140
	Survey of Mathematics
	3
	0
	0
	3

	
	MAT 140A
	Survey of Mathematics Lab
	0
	2
	0
	1

	
	OST 131
	Keyboarding
	1
	2
	0
	2

	
	OST 137
	Office Software Applications
	1
	2
	0
	2

	
	OST 286
	Professional Development
	3
	0
	0
	3

	
	
	Humanities/Fine Arts Elective
	3
	0
	0
	3

	Total
	14/15
	6/8
	0
	18

	 
	 
	 
	 
	 
	 
	 

	Second Semester (First Spring)

	Completed
	Course #
	Course Title
	Lecture Hours
	Lab       Hours 
	Work Experience
	Credit  Hours

	
	BUS 121
	Business Math
	2
	2
	0
	3

	
	COM 110 

COM 231
	Introduction to Communication or
Public Speaking
	3

3
	0

0
	0

0
	3

3

	
	CTS 130
	Spreadsheet
	2
	2
	0
	3

	
	OST 134
	Text Entry & Formatting
	2
	2
	0
	3

	
	OST 164
	Text Editing Applications
	3
	0
	0
	3

	
	OST 181
	Intro to Office Systems
	2
	2
	0
	3

	
	WEB 110
	Internet/Web Fundamentals
	2
	2
	0
	3

	Total
	16
	10
	0
	21

	 
	 
	 
	 
	 
	 
	 


	First Semester (Second Fall)

	Completed
	Course #
	Course Title
	Lecture Hours
	Lab       Hours 
	Work Experience
	Credit  Hours

	
	ACC 120
	Principles of Financial Acct
	3
	2
	0
	4

	
	CIS 165
	Desktop Publishing I
	2
	2
	0
	3

	
	DBA 110
	Database Concepts
	2
	3
	0
	3

	
	OST 136
	Word Processing
	1
	2
	0
	2

	
	OST 184
	Records Management
	1
	2
	0
	2

	
	OST 223
	Machine Transcription I
	1
	2
	0
	2

	
	
	Social /Behavior Sciences Elective
	3
	0
	0
	3

	Total
	13
	13
	0
	19

	 
	 
	 
	 
	 
	 
	 

	Second Semester (Second Spring)

	Completed
	Course #
	Course Title
	Lecture Hours
	Lab       Hours 
	Work Experience
	Credit  Hours

	
	BUS 260
	 Business Communication
	3
	0
	0
	3

	
	COE 111
	Co-op Work Experience I
	0
	0
	10
	1

	
	OST 233
	Office Publications Design
	2
	2
	0
	3

	
	OST 236
	Adv Word/Information Proc
	2
	2
	0
	3

	
	OST 284
	Emerging Technologies
	1
	2
	0
	2

	
	OST 289
	Office Systems Management
	2
	2
	0
	3

	Total
	10
	8
	10
	15

	 
	 
	 
	 

 Total Credits:  73


	Diploma

	First Semester (First Fall)

	Completed
	Course #
	Course Title
	Lecture Hours
	Lab       Hours 
	Work Experience
	Credit  Hours

	
	ACA 111 or ACA 115
	College Student Success or 

Success & Study Skills
	1
0
	0
2
	0
0
	1

1

	
	CIS 165
	Desktop Publishing I
	2
	2
	0
	3

	
	ENG 111
	Expository Writing
	3
	0
	0
	3

	
	MAT 140
	Survey of Mathematics
	3
	0
	0
	3

	
	MAT 140A
	Survey of Mathematics Lab
	0
	2
	0
	1

	
	OST 131
	Keyboarding
	1
	2
	0
	2

	
	OST 137
	Office Software Applications
	1
	2
	0
	2

	Total
	10/11
	8/10
	0
	15

	 
	 
	 
	 
	 
	 
	 

	Second Semester (First Spring)

	Completed
	Course #
	Course Title
	Lecture Hours
	Lab       Hours 
	Work Experience
	Credit  Hours

	
	BUS 121
	Business Math
	2
	2
	0
	3

	
	COM 110 

COM 231
	Introduction to Communication or
Public Speaking
	3

3
	0

0
	0

0
	3

3

	
	CTS 130
	Spreadsheet
	2
	2
	0
	3

	
	OST 134
	Text Entry & Formatting
	2
	2
	0
	3

	
	OST 164
	Text Editing Applications
	3
	0
	0
	3

	
	OST 181
	Intro to Office Systems
	2
	2
	0
	3

	
	WEB 110
	Internet/Web Fundamentals
	2
	2
	0
	3

	Total
	16
	10
	0
	21

	 
	 
	 
	 
	 
	 
	 


	Third Semester (First Summer)

	Completed
	Course #
	Course Title
	Lecture Hours
	Lab       Hours 
	Work Experience
	Credit  Hours

	
	OST 136
	Word Processing
	1
	2
	0
	2

	
	OST 184
	Records Management
	1
	2
	0
	2

	
	OST 289
	Office Systems Management
	2
	2
	0
	3

	Total
	4
	6
	0
	7

	 
	 
	 
	 

 Total Credits:  43


	Certificate

	Completed
	Course #
	Course Title
	Lecture Hours
	Lab       Hours 
	Work Experience
	Credit  Hours

	
	CIS 165
	Desktop Publishing I
	2
	2
	0
	3

	
	OST 131
	Keyboarding
	1
	2
	0
	2

	
	OST 137
	Office Software Applications
	1
	2
	0
	2

	
	OST 184
	Records Management
	1
	2
	0
	2

	
	OST 286
	Professional Development
	3
	0
	0
	3

	
	WEB 110
	Internet/Web Fundamentals
	2
	2
	0
	3

	Total
	10
	10
	0
	15

	 
	 
	 
	 

 Total Credits: 15


