Reedley College

995 North Reed Avenue

Reedley, California 93654

OT 5  COURSE   SYLLABUS – FORMATTING

Fall –  2008 (Short-term)

October 20, 2008 through December 19, 2008

INSTRUCTOR:   
Louise Auernheimer

Telephone:  638-3641, Voice mail:  3808

e-mail:  louise.auernheimer@reedleycollege.edu

MEETING DATES, TIMES AND LOCATION:

Monday, Wednesday and Friday – 12:00 – 12:50 p.m. – 1.5 units of credit,

 Room – Room 41

CATALOG DESCRIPTION:

Study of formatting documents for today’s electronic office.  Areas of emphasis are letters, memos, reports, column layout, resumes, legal pleadings, medical reports and other frequently used business documents.

PREREQUISITES:
Completed a keyboarding class; have a correct working knowledge of the keyboard by touch

Have a working knowledge of the WORD software.

REQUIRED TEXT/MATERIALS:

COLLEGE KEYBOARDING AND DOCUMENT PROCESSING, 10TH        Edition, by Ober, Johnson, and Zimmerly

- notebook to keep handouts, assignments and/or projects

- “jump drive” to store your completed assignments
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COURSE OUTLINE:

Recognize and format the following:

-
business letters (block, modified-block, simplified, personal)

-
address envelopes

-
memorandums

-
bulleted and numbered lists

-
footnotes, endnotes, headers and footers

ATTENDANCE:

Daily attendance is recorded.  The only place where success comes before work is in the dictionary.  Success in Document Formatting depends on daily class attendance, performing all assignments and tests. Treat this class as though you were on the job.  Schedule your appointments (doctor, counselor, advisor) outside of class time.  If an emergency occurs where an absence is necessary, call the school, 638-3641 and leave a message for me at Ex. 3808.  Any student who is absent more than three (3) consecutive times may be dropped from the class.  YOU ARE RESPONSIBLE for all work assigned during an absence.

All assignments are due at the end of the Friday class hour.  No late    assignments will be accepted.

LAST DAY TO DROP THIS CLASS:

GRADES/TESTING:

Spelling tests:  A 15-word multiple-choice spelling test will be given each WEDNESDAY.  A weekly list of review words is included in the hand-out package given to you at the first class session.

Weekly tests:



Letters, reports, memorandums

0 – 1 errors  =  A



0-1 errors  = A

      2 errors  =  B



2-3 errors  = B

      3 errors  =  C



4-6 errors  = C

      4 errors  =  D



7-8 errors  = D

   5+  errors  =  F



9+  errors  = F

(A = 5 points; B = 4 points; C = 3 points; D = 2 points; F = 1 point)
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Your final grade will be derived from your classroom production:

· assignments/participation

·  spelling
·  two-letter state abbreviation test
·  final exam 

HOLIDAYS:   Veterans Day, November 11, 2008



 Thanksgiving holidays, November 27-28
CLASS FINAL:  Wednesday, December 17, 2008 – 12:00 – 1:50 p.m.   

THIS WILL BE A GREAT NINE WEEKS

REMEMBER, I DO NOT GIVE GRADES – YOU EARN THEM
