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TEXT:

WORKI NG
PAPERS

MATER ALS

OOURSE
STRUCTURE:

EVALUATI O\

Modern Cifice Procedures (2nd Edition)
G A Reid (Author)
Pitman Publishing (Dv. of CGopp dark Limted)

Modern O fice Procedures
(Chapters 1-12 & 13-23)

Typi ng Paper (Bond)
Correction Materials (eraser, taperase, or
correction fluid)
Car bon Paper
3-ring lined paper for notes
D ctionary (current, advanced vocabul ary | evel
suggest you check Canpus Bookstore

for recomrended | evel)

(2) 50-mn. periods per week
You wi || be expected to be "on tinme" for all
cl asses.

Course will be a conbination of:

| ectures

denonstrati ons

speakers

video/slide/film presentations
"hands-on" application of naterial

Per cent age breakdown for test-quiz eval uation
as shown on course breakdown (see page 3) .

REVWR TE

1. Qizrewites will be held on the |ast week
of the nonth (dates to be determned by
instructors once tinetables are set).

Unl ess aut horized by instructor rewites
must be taken in the same nonth as the
original test to qualify.

Rewites will be required for:

(a) mssed class quizzes - test will be
downgraded one grade fromrewite
mark attai ned

(b) quizzes where nmarks are bel ow 60%- naxi -
mumgrade on rewite 60%regardl ess of
mar k obt ai ned

2. Exam (end-of-senmester) - 80%attendance
required to be eligible for rewite privilege
(equal to maxi numof three periods absent).
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?Xﬁh%’f\ﬁhgi) ALL REWR TES WLL BE HELD OQUTSI DE REGULAR COLASS
TIME. FA LURE TO ATTEND REWR TE SESSI ONS W LL
RESULT | N THE FOLLOW NG

(a) If you have witten but failed a quiz or
exam- failure mark will hold.

(b) If you have mssed a qui z because of class
absenteei smyou Wi ll receive an "I" (u%
tor the applicable quiz.

(c) If you have mssed the final exam (same

as "b").
MARKI NG A = 85 - 100%
SCALE: B = 70 - 84%
C = 60 - 69% _ o
I = below 60% (rewite privileges only as
speci fi ed under EVALUATI ON)
R

bel ow 60%on overal |l final course average
("failure" - student nust repeat course
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COURSE BREAKDOM:

WEEK

1

2
3

oo

10
11
12
13

14
15

16

I nstructor may provide.
necessary to accommodate speakers,
school year,

** this test mark wl |

DATE*

CH

10
11

12

13

etc.

TCPIC

Revi ew (bj ecti ves
O fice Standards & Careers
Busi ness Letters

Copyi ng and Duplicating Process
(AV Presentation re Duplicating)

Postal Services
(speaker & practical application)

Tel ephone Servi ces
(including film8s slides)

Practical on Tel ephone Services
Tel ecomuni cati on Servi ces

Princi ples of Data Processing
(includi ng speaker)

Filing Systens and Procedures

Banki ng Servi ces

O gani zation and Cperation of a
Busi ness

Accounting Routines and Forns

END OF SEMESTER TEST
CChapters 1-12 excluding Ch. 3)
Transportation of (oods

be carried over to Senester 11.

Note - sequence changes nmay be
holidays falling within

Pg.

QU Z

5%
5%

5%

5%

5%
5%
5%

5%
5%

5%
5%

45%



