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MEMORANDUM
	DATE: Tuesday, March 09, 2010
	

	TO: Executive Secretaryship students
	

	FROM: Raffles Secretarial Centre
	

	C.C.: 
	

	Subject : Re-enrolment for May 2010 Semester 


Dear Students,
Kindly be informed that T2-2010 module registration is now open. Students are required to register for the subjects. Subjects without registered students will not be offered during the next semester.
Enclosed herewith are documents containing vital information on the enrolment process:
a) Modules on offer for May 2010 semester
b) Rules and Regulations for Modular System (W.E.F January 2010)
Students must pay careful attention to the rules and regulations while enrolling for courses to avoid any problems.

4. Please download the module registration form from the course website (http://kb.olympia.edu.my/ocjb/ces/).
5.  Kindly submit the completed registration form to the Coordinator for confirmation and to be submitted to the cashier by 31st March 2010 (Wed) 05.00pm.

You are encouraged to register early to qualify yourself for the classes.

6. Should you require further clarification, please do not hesitate to contact the undersigned.
Thank you.

Yours sincerely
( Mas )
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	Subject : Modules to be Offered (May 2010)


	NO.
	MODULE
	SEMESTER

	1
	Office Com. 1
	1

	2
	Speedwriting
	1

	3
	Computer App. & Typewriting 1
	1

	4
	English for Office Skills
	1

	5
	Personal Development Workshop
	1

	6
	Public Speaking
	1

	7
	Office Com. 2
	2

	8
	Typewriting 2
	2

	9
	Book-Keeping
	2 & 3

	10
	Intro to Business
	2 & 3

	11
	Intro to Public Relations
	3

	12
	Desktop Publishing
	3

	13
	Secretarial Procedures
	2 & 3

	14
	Bahasa Kebangsaan
	1, 2 & 3


**Semester from 10th May 10 to 23rd August 10**
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	Subject : Modular System Rules and Regulations


1. Students may only enroll for the subjects that will be offered in the coming semester. No assignments and final papers will be provided for those subjects that are not offered in that semester. Students will not be able to register for subjects that are not offered in that semester.
2. Students are required to register themselves for a minimum of 4 subjects, but a maximum of 7 subjects in a long semester. During a short semester (September semester), students must register for at least 2 subjects but cannot exceed 4 subjects. 
3. Students may enroll themselves for any subjects offered in a semester as they wish upon meeting the following requirements:

a. Meet the prerequisite for a module to be taken.

b. Complete all core modules before attempting the elective modules.

4. Students who wish to take more than 7 modules in a semester must obtain prior written approval from the Studies Department in HQ via the course coordinator.

5. Students must have proper time management and ensure that they are able to cope with the study schedule.
6. Students must have proper progress management to ensure that they are able to complete their course within the time frame stated in the agreement that had been made between students and college.
7. Students must ensure fee payments are up-to-date.

8. Every student who is registered for a course offered in the college shall register on a continuous basis with the college.

9. Any student who fails to continue enrolling shall cease to be a student of the college and his name shall be removed from the registration list.
10. The college reserves the absolute right to not accept a student’s enrolment or to reject an enrollment without prior notice to the student.
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