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SPR 107-5
| NTERMED ATE CFFI CE PROCEDURES

SEMESTER 1

TEXTS: Prof essional Applications in Typewiting, Farner, G aham Jenkins;
Gage Educational Publishing, Agincourt, Ontario

Cfice Procedures 2000, Vestgate; Gage Publishing

EVALUATI ON Al'l production nust be 100% accurate in formand set-up and each

page nust be "rmail abl e".

Day to day work will be graded "U' (unsatisfactory) or "S" (satis-
factory). |If work is narked "U', that piece of material nust be
redone on student's own tine, or if all class work is caught up,

then class tine would be al | oned.

Timed witings will be given tw ce per week.

Tests will be graded A, B, C |I. An "l" test can be repeated at
the instructor's discretion, but the highest mark that can be

obtai ned on a repeated test is a "B".

A = 85 - 100
B = 70- 84
C = 60- 69
I - Below 60

ATTENDANCE | S MANDATCRY. '

STUDENT MJST COME TO CLASS WTH HER O SUPPLIES._ BCRRONNG | S D SOORAGED .

GENERAL  GBJECTI VES

1. To provide the student with a reviewof the principles of centering and to have

student apply these principles to business tasks.

2. To begin skill developrment in the setting up of letters.

3. To provide student with an understanding of the services offered by Canada Post
and to help student to apply these services to the solution of business probl ens.

4. To introduce student to the procedures used for handling of
mai | .

5. To introduce student to table typing.

i ncomng and out goi ng

6. To provide student with an understandi ng of the tel ephone services and equi pnent

of fered in Canada.
7. To introduce student to the procedures for handling calls.

8. To devel op an understandi ng of rel ated busi ness terns.
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CGENERAL GBJECTI VES - cont' d.

9.

10.

11.

12.

13.

14.

15.

To understand term nol ogy used regardi ng tel ephone servi ces.
To give student practice in typing tel egrans.
To understand the Tel ex machi ne.

To introduce student to a wide variety of rmulti-colum tables and statistical
reports in arranged and unarranged form typewitten and handwitten.

To devel op student's know edge and under standi ng of tel ecommuni cations servi ces.

To increase student's awareness of the services financial institutions offer to
busi ness.

To assist student in understanding and appl yi ng accept abl e procedures when banki ng
for enpl oyer; when handling receipts and issuing paynents; when handling petty
cash funds; and when preparing and nanagi ng a departnental budget.

SPEQ FI C CBJECTI VES

1.

2.

10.

11.

Student will reviewbasics of the typewiter (margin setting, tabs, ribbon changes,
Student will know and apply the principles for centering typewitten material .

Student will centre typewitten copy and will devel op conpetence in produci ng
centered materi al .

The student will be typing at a rate of 27 womin a five-mnute tinmed witing,
with a maxi numof three errors.

Student will list the classes of nail and identify the circunstances under which
each class is used.

Student will address envel opes in accordance with preferred practi ces.
Student will apply procedures for handling of incomng rmail in office.
Speci al services offered by Canada Post will be defi ned.

Aut omat ed mai | - handl i ng equi pnent wi || be under st ood.

Terns relating to postal services will be defined.

Student will be tested on above materi al .
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12. Student will do table typing.

13. Student will develop skill in typing |etters which include quotations and enunera-
tions.

14. Student will develop skill in using erasing techniques & correcting devices, and
i n assenbl i ng and usi ng carbon packs.

15. Student will develop production skill in typing mailable business letters and
envel opes.

16. Student will be typing at a rate of 32 womwi th a maxi rumof three errors.

17. Student will locate information contained in tel ephone directory.

18. Student will describe procedures for placing and handling |ocal and |ong
di stance cal | s.

19. Student will be able to process calls on the six-button tel ephone set.

20. Student will identify auxiliary tel ephone services and specify what they acconpli sh.

21. Student will be able to determne the appropriate times to place calls to parties
residing in tine zones other than our |ocal one.

22. Student will be tested on above.

23. Student will learn and apply placerment rules for setting up and typing tables with
titles, subtitles, colum heads, footnotes, |eaders, and vertical and horizontal
rulings.

24, Student will devel op speed and accuracy in producing tables while in a tined
situation.

25. Student will reach a typing speed of 37 wpm naxi mumof three errors.

26. Student will describe services provided by chartered banks, trust conpanies, and
nort gage cor porati ons.

27. Student will describe current account service and procedures for opening a busi ness
account .

28. Student will understand all other kinds of bank accounts and procedures for naking
deposits, wthdrawal s, etc.

29. Student will prepare a bank reconciliation statenent.

30. Student will understand how to issue cheques.
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jective 1 Week 1
hj ective 2 Week 1
hj ective 3 Week 2
hj ective 4 Week 2
hj ective 5 Week 3

Horizontal & vertical centering, working on
Part | of text

Timed production work and tined witings

TIME: 3 periods

Postal Services, ch. 7 (QP. text)

- classes of service
- postal codes

TIME 2 periods

Continuation of Part | of text (centering)
Tinmed witings

TIME 3 periods

Postal Services, ch. 7, cont'd.

- special services, registered, certified,
speci al delivery, etc.

- noney orders
- postage meters

TIME: 2 periods

Business letters, Part 2, text

- two-page letters

- letters with multiple carbon copies

personal business letters
- sinplified letter style

TIME: 3 periods
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(hj ective 6

hj ective 7

(hj ective 8

(hj ective 9

(bj ective 10

VWek 3

ek 4

Week 4

Week 5

VWek 5

Postal Servi ces,

ch. 7, cont'd.

- handling i ncomng nai

- Test on postal

TIME 2 periods

servi ces

Squeezing in and spreading out of letters in words

- lette

attention line

- b.c.c

rs, cont'd., with subject line and

'S

TIME: 3 periods

Tel ephone Services, ch. 8 GQOP. text)

- gener

al tel ephone infornation

- long distance calls

- tine

TI ME

Letters,

zones
2 periods
cont'd.

- with enunerations

- official

letter style

- punctuation styles

TI MVE:

3 peri ods

Tel ephone services, cont'd., ch. 8

- equi pnent and special service sets

- WATS

i nes

- PBX and Centrex

TI ME

2 peri ods
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(hj ective 11 Wek 6 Letters, cont'd.
- special notations
- review of letter styles
TIME 3 periods

(bj ective 12 Wek 6 Test on ch. 8 - tel ephone services
TIME 2 periods

(bj ective 13 Week 7 Production timng on letters
Test on business letters
TIME 3 periods

(hj ective 14 Week 7 Tel ecommuni cations, ch. 9 (QP. text)
- tel egrams
- cabl egrans
- Tel ex
TIME 2 periods

(bj ective 15 Wek 8 Tables & Satistical Reports, Part |11
- boxed tabl es
TIME 3 periods

Qoj ective 16 Week 8 Speci al tel ecomuni cation services
TIME: 2 periods

(pj ective 17 Wek 9 Fi nanci al Reports

TIME: 3 periods
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(bj ective 18

(oj ective 19

(bj ective 20

(hj ective 21

(bj ective 22

(bj ective 23

(hj ective 24

Week 9

Week 10

VWek 10

VWeek 11

Week 11

Week 12

Week 12

Test on tel ecommuni cati ons

TIME 2 periods

Mul ti-colum tabl es

TIME: 3 periods

Banki ng, ch. 21, (QP. text)
- accounts and ki nds of service avail abl e
- handling cheques and maki ng deposits

TIME 2 periods

Boxed tabl es
Statenent of Incone & Deficit

TIME 3 periods

Banking, cont'd., ch. 21
- reconciling bank statenents

TIME 2 periods

Typi ng of bal ance sheets

TIME 3 periods

Banki ng, cont'd., ch. 21
- noney orders
- bank drafts
- petty cash procedures

TIME 2 periods
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hj ective 25 Week 13
(bj ective 26 Week 13
oj ective 27 Wek 14
bj ective 28 Wek 14

NOTE: Pages 4- 8 are guidelines and could be changed throughout the semnester.
sections mght require nore tine

Production timng on statements, tables,

bal ance sheets

TIME: 3 periods

Banki ng, cont' d., ch. 21
- budgeti ng
- revi ew on banki ng

TIME 2 periods

Test on typing, parts |, 1, 11l

TIME 3 periods

Test on Ofice Procedures

chapter 7

- chapter 8

chapter 9
- chapter 21

TIME: 2 periods

ot hers, | ess.

Sone



