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Diploma/Cert III Business Administration  

Ithaca Campus 
Book List 

Semester 1 2008                     
 

CERTIFICATE IN BUSINESS ADMINISTRATION  - 10 WEEKS COURSE 
& DIPLOMA OF BUSINESS ADMINISTRATION 19 WEEKS 

I S B N NAME OF BOOK PUBLISHER *APPROX 
COST 

QTW Text Pack 12 
- 03 

Business Office Skills XP (2003)  
By Price & Wix (two books) 

Software 
Publications 

$90.00 

9780922982004 VP Develop Office Skills Rev. 4E 
by Kerr & Yates (plus workbook) 

Pearson 
Australia 

$65.00 

9781877364587 Design & Develop Text Documents 
in Publisher 2003 

Software 
Publications 

$33.00 
 
 
 
 
 
 

CERTIFICATE III IN BUSINESS ADMINISTRATION  - 8 WEEKS SHORT COURSE 

I S B N NAME OF BOOK PUBLISHER *APPROX 
COST 

QTW Text Pack 12 
- 03 

Business Office Skills XP (2003) 
By Price & Wix (two books) 

Software 
Publications $90.00 

 

Updated 22/01/08       *Prices subject to change                                
 
 
 

Ten (10) pre-formatted IBM compatible 3 ½” floppy disks are required for all 
courses and these can be purchased from the Institute Bookshop or from a 
supplier of your choice.  A USB memory stick can be purchased instead of the 
floppy disks 

Bookshop operating in Student Lounge near Canteen from 8:30 am to 10:30 am  
(Hours subject to change – check by ringing QTW) 


