APPLICATION FOR CERTIFICATE OF COMPLETION
BUSINESS ADMINISTRATION DEPARTMENT
COMPUTER APPLICATIONS AND OFFICE TECHNOLOGIES DISCIPLINE

Eligibility—If the required courses have been completed with a grade of “C” or better, you are eligible for a certificate.

**Please fill in all information and print legibly**
Name (as you wish it to appear on your certificate) ___________________________________________________________________
Address __________________________________________________      City, State, Zip _________________________________________
Phone No. ________________________________________________      Birthday _______________________________________________
Student ID No. ____________________________________________       Today’s Date __________________________________________
1. When did you start taking courses in the CAOT Discipline?
Year  ____________________      Semester (circle one)  Winter, Spring, Summer, Fall


2. Have you applied for Petition for Credit-by-Exam for any course?
Yes_______       No_______    If so, list the course(s) _______________________________________________________________

3. Are you a CAOT major?   _____________________

Do you have transcripts from other colleges?  __________________
If so, please attach a current copy of your transcript(s).


4. List the course(s) you are currently enrolled in.__________________________________________________________________
This year’s Certificates and Awards program is scheduled for Thursday, May 22, 2008. We hope that all students who have earned certificate(s) will attend and invite their families.
                                                                                                                                                                       PLEASE TURN OVER→
Check (√) the certificate(s) for which you are eligible (according to the college catalog of the semester you entered the program—no more than 3 years prior to the current year).

	Entry Certificate
	Clerical Office Assistant
	

	

Specialty Certificates
	Administrative Office Assistant
	

	
	Computer Applications Specialist
	

	
	Legal Office Assistant
	

	
	Medical Office Assistant
	



Please return this completed form, and copy of your most recent LACC Transcript to Dr. Thelma Day, Chairperson,
 no later than 4pm on April 3, 2008. You will be notified by mail (early-May) of your eligibility.
For more information, please contact Dr. Thelma Day at (323) 953-4000 ext. 2541 or daytj@lacitycollege.edu.

FOR OFFICE USE ONLY

Comments: _________________________________________________________________________________________________________
 ____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________
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