
Office Technology 46

Championship Typing
Summer 2004

June 1 – June 23, 2004
Monday, Tuesday, Wednesday, Thursday 8:00 am – 8:50 am plus 4 additional hours

Room: 
Bus 41

Instructor: 
Randy Welk, MBA

Email:               RJSFGMV@Aol.com
INTRODUCTION


A beginning typing course that teaches students proven methods for developing a sound foundation in keyboarding skills. 

REQUIRED MATERIALS:


2 floppy disks

Text: Cortez Peters’ Championship Keyboarding Drills, 3rd edition; Peters, Cortez; Glencoe/ Mcgraw Hill, 1997

EVALUATION FACTORS: Tentative (Points May Vary) 

Keyboarding Lessons
 



100 Points



Speed and Accuracy Tests


300 Points

GRADE SCALE  

90 - 100%
A

80 - 89%

B

70 - 79%

C

60 - 69%

D

< 60%


F

Attendance


If you are absent more than 5 class meetings, your grade may be reduced by one letter grade. Continued absences beyond five meetings may result in being dropped from the class. It is your responsibility to drop this course if you decide to longer attend. Tardiness is not acceptable. Leaving early will be considered an absence. 
Other




Examinations must be completed on time. Emergencies may be an exception at instructor's discretion.





No food or drink of any kind allowed in classroom.

Refer to the college catalog for additional guidelines.

No Class Meeting
 July 5, 2004

Final Date: July 23, 2004

OUTLINE

A Tests


Tests will be administered weekly. Students must complete timed tests by touch.

B Keyboarding Lessons


Keyboarding lessons are assigned daily. Lessons are to be completed during class time. Therefore, absences and tardies will effect your lesson grade. Students are required to practice proper typing techniques, speed and accuracy during class time. The computers are not to be used for other activities.

C Final Grade

In addition to the above grading criteria, a student must show a gain in speed from the beginning of the course to the final day of the course. The chart below shows required improvement needed:

	
	Speed Gain Required to Qualify for:

	Course Entry Speed
	Grade A
	Grade B
	Grade C
	Grade D

	70 or above
	+4
	+3
	+2
	+1

	60 –69
	+5
	+4
	+3
	+1

	50 –59
	+6
	+5
	+4
	+2

	40 –49
	+7
	+6
	+5
	+3

	30 –39
	+8
	+7
	+6
	+4

	29 or below
	+8
	+7
	+6
	+5








