GRANDE PRATRIE REGIONAL COLLEGE
OFFICE ADMINISTRATION

COURSE OUTLINE
0OA1020 DOCUMENT FORMATTING

TEXT College Kevhoarding: Compiere Course with WordPerfect 5.1 b €. H. Duncan,
5. H. VanHuss, and S. E. Warmner.

The Gregp Reference Manual, Sth Canadian Edition, by mabin, Millar Sine, &
Srrashok.

SUPPLIES 8 12" file folder: word-processing ruber: three-ring binder (1"} with 2 s6lt cover for
style guide; & binder with dividers for notes and handouts: additional supslies as
may he requested by the instructor.

PREREQUISITES OA1010, Typing 20, or as approved by the Depanment of Office Administration
and the instructon: key at a minbnum of 30 net words per minute on 4 fve-mine
timed writing.

COURSE
DESCRIPTION Formatting of mailable business correspondence, reports, tables; and
administracve documents.

COURSE
OBIECTIVE Students will be able 10 format mailsble business correspondence. fetters and
memus; tables; reports and manuseripts: and administrative documents within
reasonable time hmitations and according (o instruction.
COURSE
CONTENT LETTERS: business and personil in-either blovk, modified block, or
simplilied style
MENOHS: standard and simplified stvles
TABLES: open and ruled using the kev-line method: using the tabls
beature

REPORTS AND

MANUSCRIFTS: {a) Fromt Matier: Title Page. Letter or Mema of
Transmittal, Table of Contents; and possible other front
manter,

{bY Body:

(e} Back Matter: Endnote, Bibliography, and possible
other back matter
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Course Qutline, OA 1020, Fall 1995

GRADING

NOTE

] DOTF v e | A

ADMINISTRATIVE

DO LR ENTS: (&) Hesuwme and Cover Letier

(b} Iinerany

| o

(e} Notice of Meeting, Agenda, and Minutes of Meeting

{d) CHber docoments, time permitting

® The linal grade will be composed of:

Assignments {FE
Style Guide Manual £y
Praject 0%
Quizzes and Tesis i

0

® Timed production will be marked oyt of 9:

- deduet | for each keybourding ermor
- deduct 2 for each formartting error

® A prade of 4 is necessary 1o progress 1o the nest Jevel

Late or missed assignments will be penalized. Dail
new miterial i covered almost daily,

Y attendance 5 important. as



