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TYPI NG 120 TYP 120

Course Nane Cour se Nunber

pre-requisite; TYPI NG 110

Text ; Typi ng Two, by Louise Fleming and Avanell Scherer
Publ i shed by MGraw-Hi Il Ryerson Limted

Mat eri al s; Typi ng paper (not corrasable bond)
Newsprint (for file copies)
Oni onskin Paper (for carbon copies)
Car bon paper
Correcting Materi al
Manilla File Folders

SPECI FI C OBJECTI VES:

1. Student will learn the various copying processes including photo-
copyi ng, carbon packs, spirit and stencil duplicating, and wll
prepare postal cards.

2. Student will plan a job interview and will format form letters.

3. Student will produce an itinerary, memrandum form letters, a
four-colum table, and work on an integrated on-the-job project.

4. Student will prepare a nmenorandum with enumeration, a |eft-bound
document and a three-colum table.

5. Student will perform progress Check KF45.

6. Student will prepare expense reports, business letters, unarranged
table, and a report.

7. Student will format a business letter and nmeno which require |anguage
usage corrections, an open table, and a docunent.

8. Student will produce a two-page letter which requires punctuation,
docunents, and an advertisement.

9. Student will prepare an itinerary, bilingual table, business letter,
and will learn cliches and idions.

10. Student will perform progress Check KF50.

11. Student will prepare a two-page Notice of Meeting, and wll under-
stand busi ness terninol ogy.

12. Student will type announcenents, docunents, and two-page nmenos.
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Student will format letters with cc's and bee's and will produce
bank reconciliation statenments.

Student will learn nore business term nology and wll format
busi ness letters and docunments.

Student will do progress Check KF55.

Student will prepare two-page letters with tabulated insert and
postscript, a memo and a final document.

Student will edit sentences, prepare a job-opportunity form meno,
and boxed table.

Student will format official-style letters, a personal business
letter requiring corrections, a three-page document with footnotes,
a bibliography and a cover page.

Student will prepare a two-page bibliography and will be introduced
to computer term nol ogy.

Student will perform Progress Check KF60.

Student will format legal letters, learn legal terms in English and
French, prepare a boxed table, and do production work.

Student will prepare a two-page legal letter and do a 10-m nute
production timng on an enumeration.

Student will learn medical terns and will format nedical letters.
Student will do a 15-minute production timng on medical letters,

type an enuneration, and prepare telephone nessage forns.

Student will perform Progress Check KF65.

Student will type an open table, memo, letter of inquiry and response

Student will format budgets and do a 10-m nute production timng on
an enumeration.

Student will prepare a table, do editing, and type a four-page report

Student will perform Progress Check KF70.

Student will prepare a five-page procedures manual, conpose menos,
and type a quarter-page brochure.

Student will type a business letter which requires corrections, do
a 15-m nute production on an essay and work on spelling.

Student will prepare invitations and RSVP's, and will do a 15-minute
production timng on a report.
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St udent
St udent
St udent

St udent
| etters

St udent

St udent

will prepare brochures and form letters.
will perform Progress Check KF75.
will format an office procedures manual.

will do a 30-mnute production timng on a meno,
and form letters.

will prepare guidelines for correspondence.

will perform progress Check KF80.
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