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PLEASE PRINT 
 
Name: _____________________________________________________________________________ Student I.D. No.__________________________________ 
  Last   First    MI 
 
Address: ___________________________________________________________________________________________________________________________ 
       City    State  Zip Code 
 
Contact Number ______________________________________  
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Certificate of Achievement Application Procedure 
 

1. Check the college catalog to ensure you have taken all the necessary courses.  Your calculated GPA will be in the computer as soon as instructors 
have turned in their grade sheet to the Office of Admissions. 

2. Indicate which certificate you are applying for.  Requests with incorrect titles shall be returned. 
3. If you have taken courses for your certificate at another institution outside the Los Angeles Community College District, you must have official copies 

on file with the Admissions and Records Office. Hand delivered transcripts are not accepted.  
4. �6�R�P�H���F�H�U�W�L�I�L�F�D�W�H�V���U�H�T�X�L�U�H���W�K�D�W���\�R�X���K�D�Y�H���³�H�[�S�H�U�L�H�Q�F�H�´�������3�O�H�D�V�H���F�K�H�F�N���W�K�H���F�R�X�U�V�H���F�D�W�D�O�R�J���D�Q�G���Z�L�W�K���\�R�X�U���'�H�S�D�U�W�P�H�Q�W���&�K�D�L�U���I�R�U���W�K�H definition of 

�³�H�[�S�H�U�L�H�Q�F�H�´���W�K�D�W���L�V���U�H�O�D�W�H�G���W�R���\�R�X�U���F�H�U�W�L�I�L�F�D�W�H�������<�R�X���P�X�V�W���L�Q�F�O�X�G�H���D���O�H�W�W�H�U��from the business, agency or school that states the hours of your 
employment, volunteer work, or internship contributions. 

5. When you have obtained and attached all the necessary items, please submit them to Admissions and Records Office (E1-105).  The Admissions and 
Records Office will review and approve your request. 

6. The Office of Continuing Education & Workforce Development 


