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CALENDAR DESCRI PTI ON

Typing (Senester 1) TYP 110
Course Nane Cour se Nunber

PH LOSOPHY/ GOALS:

Those students who have not previously taken typing will learn the
typewiter keyboard. Al students wll build up their speed and accuracy by
the use of drills and/or tapes to enable themto type at 35 womwi th an
accuracy level of 98%on a five mnute timng. This nust be achieved on two
separate occasions. Students wll becone proficient in al forms of office
typi ng; correspondence, business forns, tabulation, manuscripts, etc.
Students will also become proficient in typing letters from uncapitali zed,
unpunctuat ed, unarranged and unparagraphed copy. Beginning typists wll be
assigned work over and above the Course Qutline.

Unl ess assigned otherwi se, all work nust be done in regular class tine.
Daily work will be put in student's file at the end of each period.

METHOD OF ASSESSMENT (GRADI NG METHOD) :

Timed writings and tests will be given throughout the semester at the
teacher's discretion.

Evaluation: Mid term mak will be based on first test.
Final mak will be based on the foil owing:

Tests %
Projects 2%
Class Wok 10%0

If student has not reached required speed, ten marks will be deducted from
final mark.

Any rewrites of tests will be done outside class time. Any delayed tests
will be down graded one level.

85%- 100%
70%- 84%
60%- 69%
R 0%- 59%

Om>

Pre-Tests: At the discretion of the instructor, a student may pre-test out
of a section if the student receives a grade of 8% or better on a given
test or project.

TIME: Five periods per week.



TEXTBOOK(S) Typewiting for Colleges, Canadian Edition (G egg)
Wrkbook Il for above text.

SUPPLI ES; Typing paper - Bond and onion skin paper
Car bon paper
Correcting material (eraser, taperase, or correcting fluid)
Eight manilla file folders (letter size)

WEEK 1; Lessons 76 - 80

- Pre-tests Parts 3 &4

- Drills
- Timed Writings
WEEK 2: Lessons 81 - 85

- Drills - 81C, D, E and 82B

- Production - Read 82/83D

- Type letters 28 - 36 inclusive
- Speed and accuracy drills

WEEK 3: Lessons 86 - 90

- Drills - 86A, Band C

- Production - Read 86/87D
- Type letters 37 - 40

- Type tables 14 - 20

WEEK 4: Lessons 91 - 95

- Drills - 92A & C
Production - Read 92/93D

- Type tables 21 - 25

- Manuscripts 19 & 20

WEEK 5: Lessons 96 - 100

- Drills - 96A, B&C

- Production - Manuscripts 23 - 25
- Letter 41

- Table 26

- Manuscript 27

TEST ON PART 4

VEEK 6: Lessons 101 - 105

- Drills - QA B&D 105C
Production - Mnuscript pages 158 & 161
- Tests as assigned




VWEEK 7: Lessons 106 - 110

- Drills 106A C&E

- Production - Manuscript 29 (see 107/108Q
- Letters 44 - 47

- Manuscript 30

- lLetters 48, 49, 49A & 50

WEEK 8: Lessons 111 - 115

- Dills - U A, 113A B &C
- Production - Letter 53

- Letters 51 & 52

- Forns 20 to 31

WEEK 9: Lessons 116 - 120

- Dills 115A, 117A & B

- Production - Manuscript 31
- Forns 42 to 48

- Manuscripts 32 to 36

WEEK 10: Lessons 121 - 125

- Dills - 121A & B
- Production - Manuscripts 38, 39 & 40
- Letter 54

TEST on PART 5
WEEK 11: Lessons 126 - 130

- Drills - 126A, B& G

- Production - Read and type Pages 194 and 197
- Type manuscript page 195

- Tests as assigned

VWEEK 12: Lessons 131 - 135

- Drills - 132A, B &C

- Production - Tables 28 & 29
- lLetters 56 - 58

- Read 134/ 135D

- Type letters 59 to 63

VWEEK 13: Lessons 136 - 140

- Drills 136A, B&C

- Production - Read 136C & D

- Learning Quide ~ Wrkbook pages 259 & 260
- lLetters 64, 65, & 68

- Tables 28, 30, 31, 32 & 34



WEEK 14: Lesson 141 - 145

Drills 140A & B, 144C
Production - Tables 36 - 39

- Letter 69
- Table 40
- Manuscripts 42 & 44
- Form 55
WEEK 15: Lessons 146 - 150

Drills - 146A, B & C, 148C

Production - Manuscripts 45, 47 & 49
- Tables 41 to 43

Letter 70

VEEK 16: Wrk as assigned
TEST ON PART 6



