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| NTERVEDI ATE GFFI CE PROCEDURES

Senester |1

TEXTS: Professional Applications in Typewiting, Farner,
Gage Educational Publishing, Agincourt, Ontario

O fice Procedures 2000, Wstgate; (Gage Publi shing

Typi ng Power Drills, Lloyd, Rowe, Wnger

EVALUATION Al work nust be "nail able" and be 100% accurat e
i n set-up.

Vork will be graded A, B, C |. An "I" can be
repeated at the instructor's discretion, but

the highest mark that can be obtained on a re-
wite is a "B".

A = 85 - 100
B = 70 84
C = 60 69
I — Bel ow 60

ATTENDANCE | S MANDATCORY!

ALL WORK SUBM TTED LATE WLL BE PENALI ZED AT THE RATE OF 5 NARKS
PER DAY

ASSI GNVENTS TO BE COMPLETED FROM O fi ce Procedures 2000 WLL BE
d VEN | N THE CLASSROOM
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NOTE:

1. Drills and a timed witing will be done once per week. |
work submtted indicates a need for nore drills, they wl
be assi gned where necessary.

f
I

2. Atyping speed of 50 wp.m wth three or fewer errors is
required by the end of semester I1.

3. The assignnents listed in the objectives are guidelines only.
More may be added, or some may be del eted, as deened necessary
by the Instructor.

CBJECTI VE #1 Due: January 12

- review of manuscripts (footnotes, bibliographies)

- reviewof letter styles

- Jobs I1V.9
.10
.12
.13
.14
CBJECTI VE #2 Due: January 17
- typing of nmenos & News Rel eases
- Jobs V.2
.6
.8
.10
.13
.15
CBJECTI VE #3 Due: January 19

- read chapter 10 in Ofice Procedures 2000 and do assignments from

that chapter.

CBJECTI VE #4 Due: February 2
- neetings (agenda, m nutes)

- Jobs V.17, V.20, V.21 plus chapter 12 in QP. 2000
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OBJECTI VE #5 Due: February 7

- postcards, labels for files, index cards
- business letters (conposition)

- Jobs V. 24

.25
. 36
.41

CBJECTI VE #6 Due: February 9

- read chapter 6 in (fice Procedures 2000 and do assignnments fromit

GBJECTI VE #7 Due: February 14

- travel plans (itinerary, expense accounts)

- jobs V.30, V.34 plus handout assignments frominstructor

CBJECTI VE #8 Due: February 16

- read chapter 18 in Cfice Procedures 2000 and do assignnments fromit

TESTING - TYPI NG AND OFFI CE PROCEDURES February 19 and 20, 1979

CBJECTI VE #9 Due: February 23
- formtyping (invoices, purchase orders, etc.)
- jobs V. 44
. 46
.48
**\WNTER BREAK**
CGBJECTI VE #10 Due: March 9

- letters of application and data sheets

- jobs V.55 and V.56 plus handout assignnents frominstructor
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CBJECTI VE #11 Due: March 16
- read chapter 22 in (fice Procedures 2000 and do assi gnnents

CBJECTI VE #12 Due March 21
- read chapter 14 in Ofice Procedures 2000 and do assi gnnents

GBJECTI VE #13 Due: March 23

- duplicating procedures
- perfect copies of pages 162 and 163 (typing text)

GBJECTI VE #14 Due: April 6

- duplicating procedures

- job M.4 - using a spirit master

vi.5 - " ! " " Pl us handouts from

_ _ i nstructor

vI.8 - using a stencil master

T Q _ tl I 11 11

VI.10 - using an el ectronic stencil
CBJECTI VE #15 Due: April 20
- "ONTHE JOB' - Part VI1 - typing text

Note: this objective will account for 50% of the final nark

it is to be done in class tine only, not after regul ar
hours unless at the discretion of the instructor (in
case of prolonged illness consideration would be nmade
to allow for conpletion of project.)

TESTING - TYPING AND CFFI CE PROCEDURES April 23 and 24, 1979




