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Step-by-Step skill Bujlding Exercisas for the wWord
Processor, 2nd ed.

by Iris Blane

Canadian Secretaries Hapdbook
Tha Corteg Feters Thampionship Typing Prilis,
Cortez Peters, 2nd eq.

SUPPLIES: disk, ruler, twe file folders

QA1010 or Typing 20. Student should type a minimum
of 30 net words per minute on a five-minute test,
plus successful timed production on a letter,
table, and manuscript.

Emphasizes speed building and accuracy in the =kiii
of touch typ.writing. Production of letters,
memos, takles, reports, and manuscripts, with
emphasis on mailable copy.

The student shall have an average speaed of 40 net
words per minute en straight copy and successfyul
completion of timed production.

The purpose of OALD20 is for the Student to achieve
an employable production level of keyboarding for
entry into the work force.

PRODUCTION: T0%
Assignments 20%
Project 103
Tests 40%
TIMINGS: J0%
1003



OAl020 - INTERMEDIATE KEYBOARDING

COURSE
CONTENT :

FALL 18492

The final grade will ne camposed of speed and

production.
40 - 473
44 = 47
48 - 51
22 = 55
s - 5D
a0

The

Timed productien

Maillable copy - no errors

Hiner ar=ar
Major error
Hot majilable and rop-

Correctable

scale for spesd i=:

LR s B s (R 8

Will be marked out af Q-

nmna
]
=

|
b

NOTE: A grade of 4 is neceszary Tto progress to the
nmexXt lavel.

Memosg
Letrars

Centring and Tables
Manuscripts and Repeorts
Additional material, time permitting



