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COURSE DURATI ON; Five, 50-m nute periods per week.

NOTE: Typing 110 is a pre-requisite for Typing 120

PHI LOSOPHY/ GOALS:

t hose students who have not previously taken typing will learn the

typewiter keyboard and will be required to do extra assignnents in
order to achieve the course objectives.

students will build up their speed and accuracy by the use of
assigned drills and/or tapes to enable themto type at a m ni num
speed of 25 gross words per mnute at the end of Senester | and a
m ni mum of 45 gross words per mnute at the end of Senester 1I1.
This nust be acconplished with an accuracy |evel of 98% on
five-mnute tined witings and nust be achieved on three separate
occasions in each of the two senmesters under instructor's
super vi si on

students will becone proficient in all fornms of office typing -
correspondence, business fornms, tabulation, manuscripts. This
i ncl udes the use of carbon copies and blind carbon copies.

VETHOD OF ASSESSMVENT

Timed witings and tests will be given throughout the two senesters at
t he discretion of the teacher.
Eval uation; dass work 30%

Tests (3 per senester) 65%

Timed Witings 5%
100% conpl etion of regular classroomwork is expected. At the end of
each nodule or week, all class work will be handed in. The instructor
will randomy select work fromthe daily typing and assign a grade to
it. Work which is not submtted by the due date or work handed in
inconplete, will result in a loss of 10 percent of the total assigned

value, unless the instructor is aware of a valid reason prior to
subm ssi on date.

If a student is not able to wite a test because of illness, or a
legitimate energency, that student mnust contact the instructor prior
to the test and provide an explanation which is acceptable to the
instructor (nedical certificates or other appropriate proof nay be
required). In cases where the student has contacted the instructor,
and where the reason is not classified as an energency, i.e. slept in,
forgot, etc., the highest achievable grade is a "C'. 1In cases where
the student has not contacted the instructor, the student will receive
a mark of "0" on that test. THERE WLL BE NO REWRI TES OF TESTS.
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A+ - 90% - 100%
‘A - 80%- 89%
B - 70% - 79%
C - 60%- 69%
R - BELOW 60%

The follow ng marking schene will be used on graded work:
Proof readi ng and spelling -5 for each occurrence
Formatting error (mnor) -2

Formatting error (major) -5

Al'l other errors (margins, spacing, etc.) -2

Punct uati on -1/2 for each occurrence

-1/2 to -2 for incorrect word division
-5 for a major punctuation error (e.g. ending or
conmon proper nouns)

Envel ope Format: Author's name mssing -1/2

Capitalization of Gty/Province (omssion of) -1/2 each
Postal Code mssing (if given or requested) -1/2

NOTE: Al'l assignments nust be handed in on due dates as stated by
instructor, unless other arrangenents have been made.

Any non-returnable tests which have been returned to the student
for review only, nust be returned at the end of the class or the

student will be penalized 5 marks on the test grade received.
Each student will be required to keep a file in a designated
cl assroom This will facilitate the return of assignnents,

grades, and any nessages the O fice Admnistration faculty need to
relay to the student.

M d- Ter m Reporti ng;

S - Satisfactory Progress
U - Unsatisfactory Progress
R - Repeat (objectives not net)

NR - Grade not reported to Registrar's Ofice. This grade is used to
facilitate transcript production when faculty, because of

extenuating circunstances, find it inpossible to report grades by
due date.

Senest er- End Reporting:

A+ - Consistently CQutstanding

A - CQutstandi ng Achi evient

B - Consistently Above Average Achi evenent

C - Satisfactory or Acceptabl e Achi evenent

R - Repeat - objective of course not achieved and course nust be

r epeat ed
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TI ME BREAKDOMWN FOR TYPI NG 110

SEMESTER |

Machine Fam liarization denonstration and practice
Proof readi ng assi gnments. Devel oping Proofreading Skill,
Chapter 1.

Proof readi ng assi gnnents. Devel oping Proofreading Skill,
Chapters 2-5.
Speed and accuracy training

Proof readi ng assignments. Devel oping Proofreading Skill,
Chapters 6-9
Speed and accuracy training

Modul e 16 (correspondence), p. 42
Devel opi ng Proofreading Skill, Chapters 10-12.

Speed and Accuracy

Modul e 15

TEST 1 - Devel oping Proofreading Skill & Mdule 16

Modul e 21 (correspondence), p. 138
Modul e 17 (reports), p. 73

Modul e 22 (reports), p 161

Modul e 22

TEST 2 - Modules 17, 21, and 22

Modul e 19 (tables), p. 110
Modul e 23 (statistical applications), p. 194
Modul e 24 (correspondence), p. 215.

TEST 3 - Modules 19, 23, 24

Ti m ngs

Above schedul e is subject to change
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Text ; Level 2 KEYBOARDI NG for the Automated O fice, by
Sincoe, Gallion, Mauerneyer, Sanvardine
Publ i shed by John WIley & Sons

Level 2 Wirking Papers KEYBOARDI NG for the Automated O fice,

By Sinctoe, Gllion, Mauerneyer, Sanvardi ne
Publ i shed by John WIley & Sons

Devel opi ng Proofreading Skill, 2nd edition, by Canp
Publi shed by MG awHi [

Notet Students who do not have basic keyboarding skills will be

required to purchase College Keyboarding, 4/e Canadian Edition

and acconpanyi ng dat adi sk, published by McGawHill.

Material s: Typing Paper (not corrasable bond)
Newsprint (for file copies)
Oni onski n paper (for carbon copies)
Car bon Paper
Correcting Material (including corrective tape for the
machi ne)
Manila File Folders
Typing Rul er (recomended)

STUDENT PERFORMANCE OBJECTI VES:

1. Student will learn to touch type.

2. Student will review standardi zed procedures which include margin

settings, vertical and horizontal centering, type sizes, parts of

the typewiter, etc.

3. Student will format personal and business letters that contain the
7 basic parts of a letter in block, nodified block, and nodified

bl ock with indented paragraphs letter styles.

4. Student will format letters in the Adm nistrative Managenent
Society (AVB) style.
5. Student will use mxed or open punctuation, as directed.
5. Student will position and display blind carbon or phot ocopy
not ati ons.
7. Student will position and display an attention line in letters,
8. Student will position and display a subject line (or reference

notation) in letters.
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9. Student will position and display a conpany nane in the closing
lines of a letter.

10. Student will position and display a postscript notation in letters
and menor anduns.

11. Student will use correct governnental, professional, mlitary, and
courtesy titles in inside addresses and sal utations.

12. Student will format letters on Baronial and Monarch stationery.

13. Student will format letters for w ndow envel opes.

14. Student will format letters on letterhead that is |eft-weighted or
deep.

15. Student will format nmenoranduns on hal f-sheet and hal f-size forns.

16. Student will fold letters for w ndow envel opes.

17. Student will conpose a l|letter and nmenorandum from i nformation
provi ded.

18. Student will proofread and edit copy for format errors using
proofreader's marks.

19. Student will proofread and edit letters and nenoranduns for
capitalization errors, using proofreaders' marks.

20. Student will proofread and edit letters and nmenoranduns for
punctuation errors, using proofreaders' nmarks.

21. Student will denonstrate the ability to format manuscripts and
reports.

22. Student will format single-spaced business reports.

23. Student will format abstracts.

24, Student will format tables of contents.

25. Student wll format letters of transmttal.

26. Student will format endnotes.

27. Student will format appendix identification pages.
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28. Student will format 2-sided reports.

29. Student will proofread and edit a report for format errors, using
proof reader's marks.

30. Student will proofread and edit a report for capitalization
errors, using proofreaders' marks.

31. Student will proofread and edit a report for punctuation errors,
usi ng proofreaders' marks.

32. Student will proofread and edit a report for word usage errors,
usi ng proofreaders' marks.

33. Student will denonstrate the ability to format tables and
financi al statenents.

34. Student will format statistical reports (financial statenents)
cont ai ni ng | eaders.

35. Student will denonstrate the ability to position copy on printed
busi ness forns.

35. Student will fill in charts.



