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COURSE DESCRIPTION

OFCR 2100.  ADVANCED TYPING 3 cr. hours.  Emphasis on speed and accuracy in the production of lengthy reports, correspondence, legal documents, development of techniques, knowledge, and skills necessary for production typing for the office.  Prerequisite:  OFCR 1300.
TEXTBOOK
Gregg College Keyboarding and Document Processing for Windows, 10th Edition, 

Glenco/McGraw-Hill.

SUPPLIES

· 3 ½ X 5 formatted diskette

· Two-pocket folder
COURSE GOALS

This course provides training in typing for students who are planning careers in an office setting.  Emphasis is placed on mastery of the keyboard, basic rules of typing, and preparing and processing documents. 

COURSE OBJECTIVES/COMPETENCIES

1)
The student will demonstrate keyboard knowledge by completing a 5-minute timed writing using GDP typing software and blackout covers keying at least 50 wpm with no more than 5 errors.

2) The student will produce letters, memoranda, reports, and tables, setting up correct margins and spacing and using block or modified block style lettering, using Microsoft Word software with 70% accuracy.
3) The student will produce office documents including, but not limited to, Manuscripts, Multi-page documents, Multi-page Tables with extensive proofreaders’ marks, Resumes, Minutes, Agenda, Itinerary, using the correct format, using Microsoft Word software with 70% accuracy.

COURSE REQUIREMENTS/GRADING
GRADING SCALE

Theory Tests



Timed Writings 

Production Tests


Advanced

90-100 A



65+ wpm  A

80-89   B



60-64 B

70-79  C



55-59 C

65-69  D



50-54 D

<65
F



<50    F
ASSESSMENT

The final grade will be based on an average of timings, production, unit tests, and the final exam grade.  

ATTENDANCE 

· You are responsible for all materials covered in class and all homework assignments.  An excused absence does not relieve you of this responsibility.    

· Students should note the attendance policy of the college as published in the College Catalog and the Student Handbook.

· Students who stop attending classes without officially withdrawing will receive a failing grade for the semester.  Faculty cannot drop a student after the last day to drop a course.

SAFETY

Students should report all injuries or unsafe conditions to the instructor immediately!  Students should sit properly in the chairs and exercise caution in connecting electric machinery to power sources.  Any broken or damaged equipment should be reported to the instructor.   Additionally, students must review the safety instructions posted in each class and follow any and all procedures that are enumerated in the catalog.

POLICY/RULES AND REGULATIONS

No student may create disturbances to the learning environment.  Students may be warned, asked to leave class, or referred to the administration for disciplinary action depending on the frequency or severity of the disturbance.  

· No children are allowed in the classroom
· Turn cell phones and pagers to vibrate
· Dress appropriately 
· Cheating will not be tolerated.   See the attached form for the cheating policy.
ADA STUDENTS WITH DISABILITIES

Reasonable accommodations may be made that allow disabled students to be successful at Nunez Community College.  Accommodations may be provided for those students who submit the appropriate documentation by an outside/independent professional evaluator or agency to the ADA administrator.  Students may inform the Professor about their disabilities and associated classroom limitation, if applicable.

The instructor may develop his or her guidelines in addition to the course syllabus.

CHEATING

Cheating is defined as to deprive of something valuable by the use of deceit or fraud; to trick, pretend, and deceive.  Cheating is defined for this class as:

· Falsely turning in work completed by another person as your own

· Allowing someone to copy your work to turn in as their own

· Using unauthorized notes or handouts on test

· Asking someone to give you answers on test

· Talking during a test or trying to look on another persons test

· Not following test procedures/rules/regulation

Consequences:  Students will face the following consequences for cheating

· Students will be given a zero for the assignment/test,  and

· Students final grade will be dropped by one letter grade, and

· Students will have a grievance filed against them through the Student Affairs and Academic Affairs offices, and
· Students cheating on a FINAL exam will receive an F for their final grade, and

· Students who choose to cheat a second time will automatically receive an F for their final grade
THERE IS A ZERO TOLERANCE FOR CHEATING OF ANY SORT!

Advanced Typing 

Tentative Calendar

Fall 2006
Week One


Syllabus Review


Timed Writings
Weeks Two – Eight

Timed Writings
Letters, Memos, Reports, and Tables

Mid-term Exam

Weeks Nine-Final Exam
MLA and APA Reports

Multi-page Documents with Proofreader’s Notes


Multi-page Tables with Proofreader’s Notes


Timed Writings


The Final Exam will consist of:

· five-minute timed writing selected by the instructor, and 

· typing a letter, memo, report, and table with proofreader’s marks
Sign this document and turn in to instructor

CHEATING

Cheating is defined as to deprive of something valuable by the use of deceit or fraud; to trick, pretend, and deceive.  Cheating is defined for this class as:

· Falsely turning in work completed by another person as your own

· Allowing someone to copy your work to turn in as their own

· Using unauthorized notes or handouts on test

· Asking someone to give you answers on test

· Talking during a test or trying to look on another persons test

· Not following test procedures/rules/regulation

Consequences:  Students will face the following consequences for cheating

· Students will be given a zero for the assignment/test,  and

· Students final grade will be dropped by one letter grade, and

· Students will have a grievance filed against them through the Student Affairs and Academic Affairs offices, and
· Students cheating on a FINAL exam will receive an F for their final grade, and

· Students who choose to cheat a second time will automatically receive an F for their final grade

THERE IS A ZERO TOLERANCE FOR CHEATING OF ANY SORT!

I have read the above policy on cheating.  I understand the consequences, if I should choose to break the cheating policy.

__________________________

______

Student Signature



Date
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