Timed Writings – 20%

Final straight copy typing skill achieved in Administrative Office Procedures accounts for 20% of the final course grade.  The speed and accuracy score will be based on the best three 5-minute timed writings taken in class.  The average of the scores on the three best timed writings will be used to establish the final grade.  

 SPEED SCORING TABLE

           
ACCURACY SCORING TABLE







Gross Words

A
B
C
D

 Gross Words   
Score           

Per Minute
           (95)       (85)      (75)      (65)

	
	
	             35 – 45                   0 – 2         3         4 - 5        6

             46 – 55                   0 – 3         4         5 - 6        7

             56 – 65                   0 – 4         5         6 - 7        8

             66+                         0 – 5         6         7 - 8        9

Notes:

Error correction will be allowed during all timed writings.  However, there will be a 25-time maximum use of the backspace key for the five-minute timed writing for it to be counted for a grade.  (That is a total of five uses per minute.)

If a student has 0 errors with 0 uses of the backspace key during a timed writing, he/she will receive 100 on accuracy.

Only timed writings taken under the supervision of the instructor in class may be counted for a grade.
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