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Bachelor of Science in Office Administration (BSOA) b3 4L nta
) Par CMO No. 19 Series of 2017 Do fjn e
Effect.rve School Year 2019-2020
Name . - Date Started / First Enrolied
ID Number s - Expected Date of Graduation:

FIRST YEAR

il

ENGL 100 . | Communication Arts
[ SOCIO 102 | Gender and Society
| MATH 100 | College Math
QAD 111 Foundation of Shorthand
HIST 101 ReadmgF in the Philippine History
OAD 112 Key Boarding and Document Processing
NETE 107 | National Service Training Program 1 '
PE 101 ‘ Movemen’r Enhancement ;
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‘ L Qe Units | Hrs | Units
i STS 101 Science| Technology, and Society 3 3
A RIZAL 101 | Life and Works of Dr. Jose Rizal 3 3z,
‘,.EJI“_ 86CI0 101 | The Contemporary World 3 3
ﬁ,,;qj HUM 101 . | Art Appreciation 3 3 :
?‘w o wil OAD 121 Administrative Office Procedures & Management T 3 3 OAD 111
g QAD 122 Advanced Shorthand 6 6 OAD 111
sl NSTP 102 | National Service Training Program 2 3 3 NSTP 101
i PE 102 - Fitness Exercises : : 2 P PE 101

e ! Total 26 :

| SECOND YEAR

' e Y
! " i Units Hrs !
LIT 11 Literature of the World ; 3 |
HUM 103 Indigenous Creative Crafts 3 3 i
MATH 101 | Mathematics in the Modern World 3 3
BA 211 Business Report Writing : ] = 3 ENGL 101
PPD 211 ‘Personal and Professional Development ‘ 3 Ty
AGCTG 111 | Fundamentals of Accounting ' 3 3 - MATH 101
OAD 211 Documents Production 2 1 3 OAD 112
PE 103 Physical Activity Towards Health and Fitness | 2 | 9 PE 102
' W ' Total 23

Lo deld
Purpesive Gommunicatlon 3 3

ENTREP 100 | Entrepreneurship 3 3 MATH 101
QAD 221 Administrative Office Procedures & Management 2 3 3 QAD 211

OAD 222 Machine Shorthand 2 1 3 OAD 211
QAD 223 Legal Office Procedures (Legal Stenography) ; 3 3 OAD 211
OAD 224 integrated Software Applications 2 1 3 ACCTG 111
ACCTG 1118 | Fundamentals of Accounting 2 3 3 | ACCTG 211
PE 104 Physical Activity Towards Health and Fitness |l 2 2 PE 102

i TOta] 23 e




PSYCH
101

Understanding the Self

BA 311

| Taxation

ACCTG 122

PHILO 101

Ethics : ) %

OAD 311

Events Management

OAD 312

Legal Office mternship (300 hours)

OA»223

OAD 313

Medical Office Procedures (Medical Stenography)

OAD 211

ACCTG 122

ACCTG 1118

Corporation Accounting
e Total

3
3
3
3 | OAD 221
3
3
3
1

]
Project Managament 3 3 OAD 311
Operations Management and TQM 3 3 ACCTG 211 -
Entrepreneurial Behavior and Competencles 3 3 BA 211
Business Law 3. 3 CACCTG 211
Medigal Office Internship (300 hours) 3 3 OAD 313
' Total 15 :

; e T O
R BA 316 Strategic Management
e BA 410 Customer Relations
i RES 201 Internet Research for Business
(A OAD 412 internatichal Studies

OAD 421

Research

OAD 422 | Practicum (300 hours) 6 6 |
_ - Total Q
il el
- Must have complated first yeay| to thlrd year subjects, -
"™ Must have completed all tst year to 4th year first semester subject
Summary of Courses: ‘ o
® teneral Education Courses %4 %
s PE and NSTP 14 TETU
° Core/Common Courses 6 St
° Professional Courses 48
® Eleotives 18
o, Practicum 12
® Other Business Courses 5 17
s Institutional Requirements s [
Total p LY .1,
- Ma, sario, CPA, MBA
Dean - Main Campus
Yolanda C. ggys;on, Ed.D.
Curriculum Director
: /‘\ IF
Ulysses ece, Ph.D. Anna Liza B.ﬂéﬁby Ed.D.
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