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TYPI NG TYP120

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

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

PHI LOSOPHY/ GOALS;

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 45 gross words per minute at the end of Senester I1. This

must be acconplished with an accuracy level of 98% on five-mnute
timed witings and nust be achieved on three separate occasions in
each of the two senmesters under instructor's supervision.

the culmnation of the typing programoffers a series of projects
which will conbine the students' advanced skills and docunent
formatting. Each nodule is a sinulated office setting and the
docunents that students type will reflect those produced in offices
t oday.

METHOD OF ASSESSMENT

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

Tests (3 per senester) 65%

Timed Witings 5%

100% conpl etion of regular classroomwork is expected. At the end of
each nodul e or week, all class work will be handed in. The instructor
will randomy select work fromthe daily typing and assign a grade to
it. Wrk 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 ssion date. No nodule will be accepted after one week from the
due date.

If a student is not able to wite a test because of illness, or a
legiti mate energency, that student nust contact the instructor prior
to the test and provide an explanation which is acceptable to the
instructor (nedical certificates or other appropriate proof may 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;

Proofreadi ng and spelling -5 for each occurrence
Formatting error (mnor) -2
Formatting error (rmngjor) -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 mpjor punctuation error (e.g. ending or
common proper nouns)

Envel ope Format: Author's nane missing -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 nade.

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 wll facilitate the return of assignnments,

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

SPECI AL NOTES;

Students with special needs (eg. physical limtations, visual inpair-
ments, hearing inpairnments, learning disabilities) are encouraged to
di scuss required accomodatins confidentially with the instructor.

Your instructor reserves the right to nodify the course as she deens
necessary to neet the needs of students.
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TYP120

TI ME BREAKDOWN FOR TYPI NG 120

SEMESTER | |

Course Qutline, Timngs

Modul e 30 - Level 2 Keyboarding for the Automated OFfice, p. 313

Modul e 31 - Level 2 Keyboarding for the Automated OFfice, p. 327

Modul e 29 - Level 2 Keyboarding for the Automated Office, p. 298

Modul es 29, 30, 31

Modul e 34 - Level 3 Keyboarding for the Automated Office, p.23
Modul e 34 & begin 35

Modul e 35 - Level 3 Keyboarding for the Automated OFfice, p. 47

Modul e 44 - Level 3 Keyboarding for the Automated Office, p.270
Modul e 44

Mbdul es 34, 35, 44

Modul e 39 - Level 3 Keyboarding for the Automated OFfice, p. 155

Modul e 39

Begin 40 - Level 3 Keyboarding for the Automated OFfice, p. 178
Modul e 40

Modul e 41/45 - Level 3 Keyboarding for the Automated O fi ce,
p.211

Modul e 41/ 45
TEST 3 - Mdul es 39, 40, 41/45

Ti m ngs

Above schedule is subject to change
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Text; Level 3 KEYBOARDI NG for the Automated O fice, by

Si ncoe, @Gllion, Mauerneyer
Publ i shed by John Wley & Sons

Level 3 Working Papers KEYBOARDI NG for the Automated O fi ce,
by Sintoe, Gllion, Muerneyer

Materials; Typing Paper (not corrasabl e 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 Fol ders

Typi ng Rul er (reconmended)

STUDENT PERFORMANCE OBJECTI VES:

10.

11.

Student will review and denonstrate the ability to format letters
and nmenor anduns.

Student will be introduced to some of the tasks performed in
processing a real estate transaction and will prepare docunents

for a real estate agency.

Student will be introduced to sone of the tasks perfornmed by a
corporation or agency that conducts neetings and conferences.

Student will format correspondence, m nutes, and agendas rel ated
to planning a conference.

Student will be introduced to some of the tasks perforned if
enpl oyed by a travel agency.

Student will type docunments related to planning and finalizing a
travel tour

Student will type brochure copy for printing.

Student will be introduced to sonme of the tasks performed if
enployed in the field of education.

Student will type correspondence, reports and an itinerary.
Student will be introduced to some of the tasks perfornmed if

enpl oyed at a hotel/conference centre.

Student will format agendas, nmanuscripts, mnutes, formletters,
and a 2-page neno.
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12. Student will be introduced to sone of the tasks perforned if
working for a public accounting firm

13. Student will type on prepared forns and type financial statenents

14. Student will be introduced to sonme of the tasks performed if

working in a Human Resources Personnel Departnent.
15. Student will type a job description form

16. Student will type a list of fields for coding personnel files,

prepare a form for tenporary worker requests and enter personnel
data files.

17. Student will be introduced to some of the tasks in the Public

Rel ati ons and Enpl oyee Informati on Departnent.
18. Student will format news rel eases, a newsletter and a manuscript.
19. Student will be introduced to sonme of the tasks performed if

working in the Comrunications Centre for the corporate
headquarters of a fashion designer.

20. Student will format menoranduns, open tables, boxed tables and a
letter with variable information.

21. Student will format a script, a manuscript, and a sales order.

22. Student will type descriptive information on fashi on sketches.

23. Student will format proposal, a table of contents and a title
page.

24. Student will be introduced to sonme of the tasks performed if

working at a Centre for Information Processing.

25. Student will format a notice of appointnent.



