SES 1213
Introduction to Typewriting II (30 wpm) (CU – 4)

Metrification: 24 hour clock, typescript with Listed items, speed development exercises, more on manuscript: with inset/indent work, listed items, more on correspondence: Letters, memoranda, and filling forms, Simple column display of words and figures, Line ending and division of words.

The examination will be practical. A 5-minutes Speed and Accuracy passage at 30 wpm will be set and students are expected to pass it with 2% error tolerance.

