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FIRST YEAR - FALL SEMESTER
LGLA [ 1307 [Introduction to Law and Legal Professions 3
POFI 2301 [Word Processing 3
POFL 1305 |Legal Terminology 3
POFT 1301 |Business English 3
POFT 1329 |Beginning Keyboarding 3
FIRST YEAR - SPRING SEMESTER
POFI 2340 [Advanced Word Processing 3
POFL 1303 |Legal Office Procedures | 3
POFT 1319 |Records and Information Management | 3
POFT 1328 |Business and Professional Presentations 3
POFT 2312 |Business Correspondence & Commun. 3
FIRST YEAR - SUMMER

POFL 2301 [Legal Document Processing 3
POFL 2264 |CAPSTONE: Practicum 2
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INTRODUCTION TO LAW AND LEGAL PROFESSIONS
Prerequisite: None.

WORD PROCESSING

Prerequisite: POFT 1227 or permission from the department.
LEGAL TERMINOLOGY

Prerequisite: None.

BUSINESS ENGLISH

Prerequisite: None.

BEGINNING KEYBOARDING

Prerequisite: POFT 1227 or permission from the department.
ADVANCED WORD PROCESSING

Prerequisite: POFI 2301.

LEGAL OFFICE PROCEDURES I

Prerequisite: POFT 1329 or permission from the department.
RECORDS AND INFORMATION MANAGEMENT I
Prerequisite: None.

BUSINESS AND PROFESSIONAL PRESENTATIONS
Prerequisite: POFT 1227 or permission from the department.
BUSINESS CORRESPONDENCE & COMMUNICATION
Prerequisite: POFT 1301.

LEGAL DOCUMENT PROCESSING

Prerequisite: POFT 1329.

CAPSTONE: PRACTICUM

Prerequisite: Students enrolled in the certificate program must have completed 30 semester
credit hours.



