COURSE SYLLABUS

Minot State University- Bottineau

BOTE 152 – Keyboarding II
Instructor: Sandra Larson

Office: No office on Campus

Phone: 721-2940 (cell)

E-mail: sandi.larson@minotstateu.edu
Office Hours: You may contact the instructor to arrange a time to meet


Required Text & Supplies 

1. Van Huss, Forde, Woo.  Microsoft Word 2002, Keyboarding and Word Processing by SouthWestern-Thomson Learning. Lessons 1-60. ISBN: 0-538-72482-X
2. 121 Timed Writings with Skillbuilding Drills, Clayton Sixth Edition by South-Western – Thomson Learning ISBN: 0-538-69240-5

3. Two 3 ½ inch floppy disks for storing documents and a folder to hold all corrected documents.
Prerequisite:  BOTE 102 (BIT 105) Basic Keyboarding or knowledge of keyboarding.

Course Description: Development of speed and accuracy in keyboarding straight copy and production activities.  Emphasis placed on formatting and keying various business documents including memos, letters, reports and tables from straight copy, rough drafts, and unarranged material. 

Course Requirements:  Classroom Procedures:  Permanent seating arrangements will be used. The student will use a self-assigned seat for the entire semester. Please try to sit near another student in the same course (Keyboarding I or II). 

Need for Assistance:  If you have any condition, such as a physical or learning disability, which will make it difficult for you to carry out the work as I have outlined it, or which will require academic accommodations, please notify me as soon as possible. 

Attendance:  You are responsible for regular attendance. Any assignments and due dates given will be strictly followed. Any late assignment will receive a 10% late penalty per day down to a maximum of 50%, with a deduction for errors, unless arrangements have been made with the instructor.

Non-attendance during tests will be dealt with seriously, unless proper arrangements are made with the instructor ahead of time.  The student must notify the instructor of any circumstances that could qualify as an excused absence.  In the case of excused absences for a test day, the test must be made up within one week of the original test date. If the test has not been made up in that time, a zero will be given as a grade.  Timely notification of the circumstances (prior notification, except for medical emergencies) is required.  If the instructor has not been notified, the student will receive ½ credit with error deductions, if they turn in their assignment within one week.  The best way to contact the instructor is by e-mail or cell phone. A make-up test is available, which will cover the same content as the original test, but may have different questions to answer.

Assignments will be given during class meeting times.  Regular attendance is required to keep up to date on classroom activities and assignments.  If a student misses any class, it is the student’s responsibility to contact other students for notes. 

Field trips are part of this course. You will be required to take a tour of a local business that uses their keyboarding skills daily. You will type an essay concerning the field trip and what you learned.

Assignments will be given in each of the units covered.  It is important that each student do his/her OWN assignments.  All parties caught cheating will receive a zero on the assignment.  All work must be done on your individual disks.  Each assignment must be labeled properly or a 10% reduction in your assignment grade will result!!! (Labeling properly will consist of first and last student name, date, assignment name and page number.)
Evaluation:  (1) One-minute timed writings   30% 
 There will be three timings collected for your timing speed throughout the semester (at the beginning, the middle and during finals). The speeds will be accessed along with the accuracy to determine your final speed grade and the improvement that you have made.  Speed counts two-thirds of your timing grade; accuracy, one-third. 
  

	  Speed Grade
	Accuracy Grade

	A = 60+ wpm
	A = 0 - 1 error

	B = 53 - 59
	B = 2 - 3 errors

	C = 45 - 52
	C = 4 - 5 errors

	D = 37 - 44
	D = 6 - 7 errors


*Timings with more than 2 errors cannot be used for grading. 

(2)   Daily production work and assessments   70% 

A  = Perfect work.  No errors of any kind. 
B  = Mailable work is not quite perfect, but a manager would sign it.  It might contain two minor errors (placement, 1 keying error). 
C  = Contains three minor errors. 
D  = Work that is unmailable contains misspelled words, more that three keying  errors, omitted material, improper format, etc. 
F  = Work not handed in. 

Overall Grading (tests and daily work): A= 90%, B = 80%, C = 70%, D = 60%, F = Less than 60%
Instructor reserves the right to adjust any information on this syllabus throughout the semester.

