Checklist for Adding an Endorsement to a License

 FORMCHECKBOX 
 
 Have you included the $60 analysis fee?

 FORMCHECKBOX 
 
 Have you included the $50 endorsement processing fee?

 FORMCHECKBOX 
 
 Have you attached official transcripts of all college credits showing coursework required for this endorsement?
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Office education
Requirements:  Completion of 24 semester hours in business to include coursework in office management, business communications, word and data processing and computer applications in business. Three thousand hours of recent, relevant work experience in an office related occupation. Coursework in foundations of vocational and career education, in curriculum design oriented to office education, and in the coordination of cooperative education programs. 
    . 
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Word and Data Processing
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Computer Applications in Business
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Other Business Classes
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Foundations of Vocational and Career Education
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 Curriculum Design Oriented to Office Education 
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 Coordination of Cooperative Education Programs.
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  3000 hours of work experience in an office related occupation. 
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