	Name of Diploma
	AAS – Office System Technology
Legal Administrative 520402705

	Coordinator Contact Information
	Name
	Jamie Clark

	
	Office
	311 M Newtown Campus, Lexington, KY

	
	Office Phone
	859-246-6651

	
	Email
	Jamie.Leigh@kctcs.edu

	Assistant Dean Contact Information
	Name
	Jenny Jones

	
	Office
	311 F, Newtown Campus, Lexington, KY

	
	Office Phone
	859-246-6653

	
	Email
	Jenny.Jones@kctcs.edu

	
	
	

	Recommended Sequencing 
	Prior to Start
	
	Date Completed
	Grade

	
	
	Students must be ready to enroll in college-level courses.  This is determined by COMPASS Scores or ACT Scores

	
	1st Semester
	OST 105 – Intro to Information Systems
	
	

	
	
	OST 110 – Document Formatting and Word Processing
	
	

	
	
	ENG 101 Writing I 
	
	

	
	
	OST 109 – Legal Terminology
	
	

	
	
	ACT 101 – Fundamentals of Accounting (or ACC 201)
	
	

	

	
	2nd Semester
	OST 160 – Records and Database Management
	
	

	
	
	OST 215 – Office Procedures
	
	

	
	
	OST 235 – Business Communications
	
	

	
	
	OST 240 – Software Integration
	
	

	
	
	BAS 267 – Intro to Business Law
	
	

	 

	
	3rd Semester
	OST 221 – Legal Office Simulations
	
	

	
	
	MAT 105 Business Math (or MAT 110) Higher Quantitative Reasoning course)
	
	

	
	
	MIT 103 Medical Office Terminology (or CLA 131 or AHS 115)
	
	

	
	
	[bookmark: _GoBack]ACT 102 – Fundamentals of Accounting II (or higher level Accounting Course)
	
	

	
	
	Heritage/Humanities Course
	
	

	
	
	
	
	

	
	4th Semester
	OST 210 – Advanced Word Processing
	
	

	
	
	OST 275 – Office Management
	
	

	
	
	Oral Communications Course
	
	

	
	
	Natural Sciences Course
	
	

	
	
	Social/Behavioral Sciences Course
	
	

	




