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	1. Demonstrate keyboarding to achieve at least 35wpm/5’/5e, prepare business and academic reports with side headings and paragraph headings, prepare personal business letters in modified block style, and proofread, mark, and edit documents properly.


	75% of students will show satisfactory performance as measured by the keyboarding program assessment tool.
	Two sections were offered for the Fall 2010. 21 students were enrolled. 20 students showed satisfactory performance as measured by the keyboarding software application assessment tool. There was one incomplete.

	Research ways to enhance the students’ performance by improving the ergonomics of the workspace. Sample issues:

Mouse and keyboard location cannot be adjusted

Inadequate desk space
Faculty members are visiting other labs on this campus and at other colleges.
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	2. Create accurately formatted itineraries, agendas, meeting minutes, procedures and magazine articles, demonstrate accurate use of hyphens, abbreviations, and agreements, type all documents with zero typographical errors. 


	75% of students will show satisfactory performance as measured by the keyboarding program assessment tool.
	Two sections were offered for the Fall 2010. 21 students were enrolled. 20 students showed satisfactory performance as measured by the keyboarding software application assessment tool. There was one incomplete.


	See SLO#1
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	3. Demonstrate accurate use of punctuation  and skill in composing paragraphs when creating the following documents:

Multipage letters

Memos

Tables 


	75% of students will show satisfactory performance as measured by the keyboarding program assessment tool.
	Two sections were offered for the Fall 2010. 21 students were enrolled. 20 students showed satisfactory performance as measured by the keyboarding software application assessment tool. There was one incomplete.


	See SLO#1











	2
	CAOT 002: KEYBOARDING II



