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Typing (Senesters | & 11) TYP 12Q ' s/
Cour se Nane Course Nunbers

NOTE: TYPING 110 IS A PRE-REQUI SITE FOR TYPI NG 120

GENERAL OBJECTI VES:

- those students who have not previously taken typing will

learn the typewriter keyboard and will be required to do
extra assignments in order to achieve the course object-
ives.

- students wll build up their speed and accuracy by the use

of assigned drills and/or tapes to enable them to type at a
nm nunum speed of 25 gross words per mnute at the end of
Senmester | and a mninmum of 45 gross words per mnute at
the end of Semester II. This must be acconplished with an
accuracy level of 98% on five-minute tinmed witings and
nmust be achieved on three separate occasions in each of

the two senmesters under instructor's supervision.

- students wll become proficient in all forns of office
typing - correspondence, business forms, tabulation,
manuscri pts. This includes the use of carbon copies and
blind carbon copies.

METHOD OF ASSESSMENT ( GRADI NG METHOD) :

Timed witings and tests will be given throughout the two
senesters at the discretion of the teacher.

Eval uati on: *Random textbook tests 50%
Conposite tests (3 per senester) 45%
Timed writings 5%
*Student will receive a zero for any random test m ssed.
These tests are not announced. In calculating the senester
mar k, the student's two | owest grades in the random tests
will not constitute part of the grade.

100% conpl etion of Progress Checks (regular classroom work)
is expected with an "S" (Satisfactory) grade. Progress
Checks which are not submitted by the due date will result in
a loss of 10 marks for each occurrence from the total
semester mark, unless the instructor is aware of a valid
reason prior to subm ssion date. Al work that is graded

"U'" (Unsatisfactory) nust be redone within one week of being
returned or be subject to the late penalty as stipul ated
above.




TYP-120 Cont ' d,

METHOD OF ASSESSMENT (GRADING METHOD): Cont' d.

The highest mark that can be achieved on a delayed conposite
test is "C'" unless the teacher approves the reason for the
del ay.
A 85% - 100%

70% - 84%

B
C 60% - 69%
R

Bel ow 60%
The following marking scheme wll be used on graded work
Maj or Error: Deduct 3 marks (margins, line |ength,

spacing, form etc.)

M nor Error: Deduct 2 marks (aligning, centering,
indenting, and simlar technicalities)

Poor Corrections 1/2 mark - 2 marks

Pr oof r eadi ng: Deduct 5 marks



