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o Dl - BE&G NG TN
Championship Keyboarding, il ding
and Application by Cortez Peters.
Canadian Secretaries Handbook.

NIL

Stresses speed and accuracy building in
the skill of touch typewriting.
Preduction of basic centering, open
tables, letters, memos and manuscripts,

The student shall have an average
production epeed of a minimum of 310 pet
werds per minute on straight copy and

successiul completion af timad
production.

KEYBOARDING - the alphabetic and nume=ic
characters by touch; stresses technigque

SEILLBUILDING - will consist of letter by
letter rhythmic drills and timings

PRODUCTION - formatting skills for the
preparation of basic offics aoplicatiens

PROOFRERDING - emphasis on recognizing
Brrors, making eorrections, and
identifying appropriated responses to
common proofreading marks

Assignments 30%

Skillbuilding Assignments/Drilis
= Production Applications



On 1 = BEG

FALL 1931

ING TYPEWRITING

Final Speed 50%

The scale for speed mark is:

30 = 33 4

34 = 37 5

48 = 41 G

G2 = 45 v

46 — 49 8

50 + 9

A spe of 4 is necessary to o E5E
to the next level of typewriting apd will
pe determiped by performance at the end
pf the ogursa.
Final Production Exam 20%

Final Production is marked ocut of ©-:

Mailable copy - no error 9
Minor error -1 eash
Major error -2 each
Incomplete 1




