
Office Technology – Office Automation Specialist 
Letter of Recognition 

Program Planning Sheet 
Student Name:     ____________________________     Catalog Year: 1998-1999 

Soc. Sec. Number:   ____________________________ 
 

Course 
Number 

Required Course Credits 
Required  

Credits 
Earned 

Planning 

CS 101 Beginning Spreadsheets 1   
CS 102 Beginning Word Processing 1   
OT 279 Keyboarding 1   
CS 103 Beginning Database 1   
CS 104 Advanced Word Processing 1   
CS 116 Powerpoint 1   
CS 132 Introduction to Windows 1   

NOTES: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Advisor:        Date:           GPA:   

Students are responsible for fulfilling all graduation requirements, including a 2.0 cumulative GPA in all coursework completed at HCC.    06/15/98 


