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BASI C TYPEWR TI NG SPR-101

TEXT:

TERM NAL OBJECTI VES:

EVALUATI O\

Busi ness Applications in Typewiting —

Farmer/ G ahani Jenki ns, Gage Publ i shi ng:
Agi ncourt, Ontari o.

Upon conpl etion of the Basic Typewiting
course, youwll be able to:

(a)

(b)

(c)

(d)

(e)

(f)

operate by sight the al phabetic keyboard
at a mninumof 40 gross words per
mnute with a maximumof 3 errors on a
5 mnute tined witing

operate by sight the non-al phabetic
keyboard (figures and synbol s)

understand the principles of and be
able to type horizontal and verti cal
centering exercises of average difficult

understand the principles of and be able
to type tables (tabul ation) of
average difficulty

understand the principles of and be able
to type outlines, reports and nanuscri pt
wi th footnotes and bi bliography

understand the principles of and be able
to type a variety of business letters
and nenos with carbon copy and envel ope
i ncl uding cc notations

You wi || be assigned typewiting drills weekl
for speed and accuracy devel opnent and w | |
be given tinmed witings periodically to asses
you typi ng speed.

Upon conpl etion of each objective in this
course you Wi Il be given an appropriate test
by the Instructor.

Al

production (any typing other than five m

tinmed M[Itln?S and drills) nmust be IOOfo

accurate in

orm and set - up.



BASI C TYPEWR TI NG SPR-101

GENERAL | NFCRVATI ON
PAGE TWD

Eval uati on Conti nued:

ESTI MATED TI ME
TO ACHI EVE:

Each objective will be eval uated
according to correctness with a mark of A
B, Cor I'nconplete.

A student may try a test twice. |If the
student does not conplete the second test
satisfactorily, the conplete objective nust
be repeated before the test nay be attenpted
for the third and final tine.

Approxi mately 100 hours (14 weeks)

SUPPLI ES. typi ng paper
yel | ow second/file copy paper (newsprint)
correction devices (erasure, liquid paper)
car bon paper



BASI C TYPEWR TI NG

OBJECTI VE:

LEARNI NG EXPER ENCE:

EVALUATI O\

ESTI MATED TI ME
TO ACH EVE:

SPR-101
CBJECTI VE ONE

You will learn

(a) the names and functions of the najor parts
of the electric typewiter

(P) howto clear and set Iline | engt hs (margi ns)

(c) and tab stops

(d) how to operate the shift key and shift |ock
howto type, fromsight, the al phabetic

(e) keyboard and devel op confidence in locating
keys, typing words and sentences
how to operate the non-al phabetic keyboard
(synbol s and nuneral s)

1. Automated Instruction Inc. filnms 1-12.

Busi ness Applications in Typewiting —
Exercises 1.2 to 1.31 inclusive.

You will be tested on identifying the 10 nmaj or
parts of the electric typewiter.

You will be able to type a mninumof & words
per mnute using the conpl ete keyboar d.

7.5

hour s



BASI C TYPEWR TI NG SPR -101
GBJECTI VE TWD

OBJECTI VE: You will —

(a) devel op sgeed and accuracy w || tyEing
t he al phabetic and non-al phabetic keybos

(b) learn and apply the principles of variat
spaci ng, centering and spread centering
copy

(c) learn howto correct errors using the
various correction devices

(d) learn howto type on |ined paper

LEARNI NG EXPERI ENCE:  Text — ITA 9, 10, 11, 16, 19
Exercises IV.2 to I V.7 inclusive

V. 12

V. 17

V.21

V. 27

V. 29

V. 35

[11.12 to 111.22 inclusive
EVALUATI ON You will be tested to ensure that you are

able to centre an exercise horizontally and
vertically on a half sheet and full sheet
of typing paper correctly.

ESTI MATED TI ME
TO ACH EVE: 10 hours



BASI C TYPEWR TI NG

OBJECTI VE:

LEARN NG EXPERI ENCE:

EVALUATI ON:

ESTI MATED TI ME
TO ACH EVE:

SPR-101

OBJECTI VE THREE

You wi Il learn and agply the principles
of typing tables (tabulation) wth

and W thout subtitles. These tables

wll range fromvery easy to very
difficult including ruled and boxed table

Text — VII. 1
VIl. 4
. 9
.10
.12
.19, 20
.24, 25
.27
. 30
.40
.44

<

<<<<<<<<

Al tabulation of tables rmust be 100%
accurate in formand set-up. You will
be all owed 3 undetectabl e corrections
per exerci se.

You will be tested upon conpletion of the
objective and will be expected to be able
to type a table with subtitles that is
ruled and one that is boxed.

You will be allowed one hour to conplete
the test.

-15 hour s



BASI C TYPEWR TI NG

OBJECTI VE:

LEARN NG EXPERI ENCE:

EVALUATI ON:

ESTI MATED TI ME
TO ACHI EVE:

SPR-101

OBJECTI VE FOR

You will learn and apply the principles

of typing inter-office nenoranduns using
carbon copy.

Text — VIII1.4
VIII.5 _ _
VII1.10 to 12 inclusive

Al nmenos must be 100% accurate in form

and set-ug. You will be allowed 3
undet ect abl e corrections per neno.

Upon conpl etion you will be expected to
type two nmenos w thin one-half hour.

3 hours



BASI C TYPEWR Tl NG

OBJECTI VE:

LEARN NG EXPERI ENCE:

EVALUATI ON

ESTI MATED TI ME
TO ACH EVE:

SPR- 101
CBJECTI VE FI VE
You w |l learn and agpl y the principles
of typing personal, business and personal

business letters conplete with envel ope,
carbon copy and speci al notations.

Text — V.1, 2

V,5

V.3

V.10

V.13

V.ia, 19
V.22

V.25, 26, 27
V.30

V33, 34
V.-37, 39
V.41

V.46

V.47, 42

Al letters nmust be nmailable. You wll

be all owed 3 unietectabl e corrections per
letter. Any carbon copy nust be corrected
neatly as well. No corrections are
alloned on the envelope. Al letters nust
be 100$ accurate in formand set-up.

You wi | I, upon conpletion of this objective,
be tested to ensure -hat you are able to
type three different kinds of letters with
carbon and envel ooe w thin one hour.

2 5 hours



BASI C TYPEWR TI NG

OBJECTI VE:

LEARN NG EXPER ENCE:

EVALUATI O\

ESTI MATED TI ME
TO ACH EVE:

SPR-101

GBJECTI VE SI X

You will learn and apply the rules for
typing outlines, essays, reports and
manuscri pts including footnotes and

bi bl i ogr aphy.

Text — VI.1, 2

vIi.7, $
VI . 10
VI. 13
VI. 16
VI. 19
VI. 21, 22
VI. 30

Al production work nust be 100$ accurate
in formand set-up. You will be allowed
3 undetectabl e corrections per page of type.

Upon conpl etion of this objective, yOU\M||
be tested to ensure that you are able to
type a two page manuscript conplete with
bott om page footnotes, an outline and

a bibliography wthir. one hour.

10 hours



