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GRANDE PEAIRIE REGIONAL COLLEGE
COFFICE ADMINISTRATION
DA 1232 AB. SKILLBLALDING 1T
COLRSE OUTLINE
WINTER, 200K

Grace Walton
Office: A3L1 (Check my dowr for hours|
Phone: 539-2965% (Leave message if no answer)

Championship Keyboarding Drilts: Cortez Peters, GlencosrMeGraw
Hill. 1597

30 NWPM or permission of mstructor

v In uddition, the instructor may use other resources 1o supplement the
shove matenals.

This course focuses on the development of employable keyboarding
speed and accuracy through proven individualized skill building drills,

The student will master touch keyboarding including alphabetic, non-
aiphabetic and numenc parts of the keyboard. Stodents should be able
to touch-tvpe 8t o minimuom speed of 40 net words per minute on g
stranght copy 5 minute amed writing.

ATTENDANCE AT EACH CLASS IS MANDATORY!
If you are ill, you must notify vour instructor.
Production tests are worth 100% of vour course mark.

A minimum of 40 NWPM {(net words per minute} must be attamed 1o
pass this course and progress to the neat level QA2250. This will be
determuned by five minute timimgs. Ner words will be caleulated using
the following format: Gross words per minute (GWEPM) minus 2 for
cach error = net words per minute {NWPM).
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Standard file folder, 35" high density disks, pens for murking ermors



