Office Technology 5
DOCUMENT FORMATTING
reedley cOLLEGE

Quarter 1, Spring 2004

MWF, 2:00-2:50 p.m. in BUS41
#58009 : 1/12/04-3/12/04
Mrs. Pam Gilmore
Office: INC-5
PHONE: 638-3641, EXT: 3786

Office Hours: MW 8:00am-8:50, Th 12:00pm-12:50 or by appt.

EMAIL:  pam.gilmore@reedleycollege.edu
WEB ADDRESS TO ACCESS YOUR PROGRESS GRADES: www.eclassinfo.com
COURSE OBJECTIVES:

This course offers a comprehensive practice and study of formatted documents in today’s electronic office.  Areas of emphasis are:

· Letters
· Memos
· Reports
· Column layout
· Resumes
· Legal pleadings
· Medical reports; and,

· other frequently used business documents.

REQUIRED TEXT and SUPPLIES:

College Keyboarding & Document Processing; Ober, Johnson, Rice, Hanson; Glencoe McGraw-Hill 2002. No disks are required for this class.
ATTENDANCE:

Students are expected to attend all class meetings, be on time, and be in class the entire class session.  The only excused absences are those due to a school-related activity or a requirement to appear in court.  Calling me to tell me you will be absent does not excuse you but is considered a professional courtesy.  STUDENTS LEAVING CLASS BEFORE THE END OF CLASS WILL BE COUNTED AS BEING ABSENT!  Your classmates and I would greatly appreciate that students in the class take care of any personal needs (i.e., using the restroom, getting a drink, sharpening a pencil) before class begins.  CELLPHONES AND PAGERS OFF (see note regarding POP quizzes). If you decide to drop the course, it is your responsibility to make the drop official in the Admissions and Records office or else possibly receive a grade of F.

holidays:  monday, 1/19; friday, 2/13, monday, 2/16
DROP DEADLINE: ___________
TARDIES:

Students are expected to be on time.  It is distracting, rude and unfair to fellow classmates and to the instructor when a student is late.

QUIZZES:

Quizzes may be announced.  Quizzes are written tests consisting of multiple choice and/or true/false questions. Quizzes are based upon textbook, lecture, and homework assignments. There are no makeup’s for missed quizzes.  NO EXCEPTIONS!  POP Quizzes will be given each time a cell phone is activated during class.

LAB ASSIGNMENTS:

Lab assignments are issued on a DAILY basis in this course. Due dates for lab assignments will be posted and announced.  Note:  Being absent the day assignments are collected does not entitle you to turn it in late.  Assignments are to be printed out.  I examine your work on line so it must be saved within the GDP system.  Plagiarism will NOT be tolerated.  Please see the Reedley College Student Handbook for further discussion regarding plagiarism.

TESTS:

There are no makeup’s for missed tests.  Tests are skill based, meaning they take place using computer software. Tests are graded by my examination of your work saved on disk. If you foresee that you have an unavoidable situation on an upcoming test date, you may arrange to take the test early.  No late tests will be allowed.

FINAL EXAM:

A one-hour comprehensive final exam will be given on Friday, March 12, 2:00-2:50 p.m.
PARTICIPATION:

Students are required to participate in all class discussions and activities.  You may not start the homework during class.  You may not study for another class, sleep, surf the Internet, or read a book during class.

GRADING:

· QUIZZES:



10%

· LAB ASSIGNMENTS:

40%

· TESTS:



50%

	Percent of Total Points
	Grade

	90-100
	A

	80-89
	B

	70-79
	C

	60-69
	D

	0-59
	F


If you have special needs as addressed by the Americans with Disabilities (ADA) act including alternate media requests, please notify your course instructor immediately.  Reasonable efforts will be made to accommodate your special needs.
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