SES 2117
Intermediate Typewriting (40WPM) (CU – 4)

Speed Development exercises, interpretation of manuscript correction signs, manuscripts with side/marginal headings, column display of words and figures, horizontal and vertical centring, correct use of carbon copying, Correspondence – Full-page letters and continuation sheets, memos, notices, and reports.

The format of examination remains as in first year.  Students are expected to type at a speed of 40wpm.

