KEYBOARDING
0204
UNDERWOOD COMMUNITY HIGH SCHOOL
COURSE SYLLABUS & ORIENTATION
SCHOOL YEAR 2009-2010

Course Title:	Keyboarding
Prepared By:	Ruth E. White			Phone #402-709-2211
E-Mail: 	rwhite@underwood.k12.ia.us
Required Textbooks and/or materials
TITLE:	  Century 21 Computer Keyboarding
COPYRIGHT:	  7TH Edition
PUBLISHER:  SOUTH-Western Educational Publishing Company
MATERIALS:  Pen or pencil, Kleenex (1 box)
Course Objectives:
Upon successful completion of this course, the student will:
1.  Use correct techniques while operating the keyboard
2. Develop keyboard mastery using the touch method
3. Develop speed and accuracy according to established grading scales
4. Use file and disk management techniques in order to utilize disk space and management of files
5. Produce a wide variety of documents for personal use
Course Competencies:
1.  Learn keyboarding techniques
2. Develop speed and accuracy in keying straight-copy materials
3. Proofread keyboarding documents
4. Format personal-business letters and tables
5. Format outlines and MLA reports
Evaluation/Grading:

Tests				20%
Work Ethic			10%
Classwork			10%
Timings			20%
Projects			20%

Quarter 1	40%
Quarter 2	40%
Final Test	20%

GRADING SYSTEM
92 – 100  	A	Excellent Achievement
83 - 91	B	Above Average Achievement
74 – 82	C	Average Achievement
65 – 73	D	Below Average Achievement
64		F	Failing 

PARENT & STUDENT SIGNATURE REQUEST

DO NOT FORGET TO BRING A BOX OF KLEENEX

PLEASE RETURN TO MRS. WHITE

I have read the Keyboarding course outline, extra points are available if returned by August 25, 2009.

Student Signature_____________________________________Date___________

Parent Signature______________________________________Date___________






