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1) INTRODUCTION
Typewriting II presents advanced formatting or typewriting work, is intended for students in the second semester of Certificate in Executive Secretaryship  program.
2)  AIMS
This module is designed to cover all the techniques necessary for the production of typewritten or word processed work, giving up-to-date information on the production of business documents, letters, personal correspondence, displayed and tabulated material.  It is also to train the learner to produce an accurate, well-presented document in the shortest time possible.
3)  LEARNING OUTCOMES
     Learners who successfully complete this module will be able to:

· Type business letter, personal correspondence, itineraries and documents for meeting (notice of meeting, agenda, minute), memoranda, forms and form letters and all other business documents in a variety of acceptable formats.

· Be proficient in the use of tabulation, justified right-hand margins, use of leader dots.

· Be able to produce financial statements, displayed work (menu, advertisement, leaflets, program)

· Type from manuscripts different business letters and methods of layout.
4)   AUDIENCE AND PRE-REQUISITES
This module is intended for students in second semester of CES program and completed / passed Computer Applications & Typewriting subject and achieved a minimum typing speed of 25 wpm.
5)  OVERVIEW OF THE MODULE
This module is designed for secretary whom typing is a major part of their job function, emphasis on building advanced techniques and skills in typewriting and the formatting of business documents such as letters, memos, tabular work, financial statements etc.  Students are required to use word processing skills.  By the end of this course, a student should be able to demonstrate correct typewriting techniques, identify principles  of typewriting with regard to spacing, placement, styles and punctuation, type accurately at 45 wpm from straight copy and to produce a business letter, memo and/or simple table according to business office standard.  

6)   INSTRUCTIONAL PLAN and RESOURCES

The base source of material to be used is Walmsley’s Commercial Typewriting with Text Production (11th Edition) by Bettina Croft 

Note:  

Log on to http://www.learn2type.com/TypingTest for typing test practice. 

Refer to textbook page 105-109 as progressive speed development material.
CLASS LEARNING SCHEDULE

	Week
	Lecture
	Tutorial / Activities

	1
	Envelope Addressing 

Business Letters (Part I)

	· Discussion as per week lecture topic.

· Prepare handout exercises as outlined.

· Assign student to collect / compile 3 sample of week topic documents from home / office / internet / library / newspaper / magazine.

	2
	Business Letters A5 Blocked Style 

Personal Letters

	· Discussion as per week lecture topic.

· Prepare handout exercises as outlined.

· Assign student to collect / compile 3 sample of week topic documents from home / office / internet / library / newspaper / magazine.

	3
	Business Letters – Indented Style

Production Typing 

Continuation Sheet
	· Discussion as per week lecture topic.

· Prepare handout exercises as outlined.

· Assign student to collect / compile 3 sample of week topic documents from home / office / internet / library / newspaper / magazine.

	4
	Letters with Paragraph Headings

Numbering Listed Item or Paragraphs


	· Discussion as per week lecture topic.

· Prepare handout exercises as outlined.

· Assign student to collect / compile 3 sample of week topic documents from home / office / internet / library / newspaper / magazine.

	5
	Memorandum

Revision Assignments


	· Discussion as per week lecture topic.

· Prepare handout exercises as outlined.

· Assign student to collect / compile 3 sample of week topic documents from home / office / internet / library / newspaper / magazine.

	6
	Form and Form Letters


	· Discussion as per week lecture topic.

· Prepare handout exercises as outlined.

· Assign student to collect / compile 3 sample of week topic documents from home / office / internet / library / newspaper / magazine.

	7
	Circular Letters or Memos – Tabulation I 

Class Test I


	· Discussion as per week lecture topic.

· Prepare handout exercises as outlined.

· Assign student to collect / compile 3 sample of week topic documents from home / office / internet / library / newspaper / magazine.

	8
	Mid Term Assessment 


	· Prepare the MTE paper in advance and also its marking guide.  When submitting the work of the students, ensure that the question paper and marking guide are attached.

	9
	Display Work including Advertisement, Leader Dots, Justified Right Margins and Leaflets

Speed Test 1


	· Discussion as per week lecture topic.

· Prepare handout exercises as outlined.

· Assign student to collect / compile 3 sample of week topic documents from home / office / internet / library / newspaper / magazine.

· Bring stopwatch for Speed Test

	10
	Itineraries and Documents for Meetings
	· Discussion as per week lecture topic.

· Prepare handout exercises as outlined.

· Assign student to collect / compile 3 sample of week topic documents from home / office / internet / library / newspaper / magazine

	11
	Tabulation II – Centered Styles, Multiple Line Column Heading and Ruling A Table.

Typing Financial Statement

Speed Test 2


	· Discussion as per week lecture topic.

· Prepare handout exercises as outlined.

· Assign student to collect / compile 3 sample of week topic documents from home / office / internet / library / newspaper / magazine.

· Bring stopwatch for Speed Test.

	12
	Manuscript Text Production Assignments
	· Discussion as per week lecture topic.

· Prepare handout exercises as outlined.

· Bring stopwatch for Speed Test.



	13

&

14
	Manuscript Text Production Assignment (Revision)

Speed Test & Class Test


	

	15
	Final Examination
	


7)  ASSESSMENT REQUIREMENTS

      7.1  aim

The aim of the assessment is to identify formal practices and procedures for assessing and appraising the performance of participants in order those judgments and decisions can be reached concerning:

· The progression of participants through the program.

· How well participants have met the program learning outcomes through the combination of the individual module learning outcomes.

· The provision of feedback information to participants concerning their performance and how they adhered to the generic assessment criteria and the module-specific assessment criteria. 

7.2   ASSESSMENT INSTRUMENTS:

Reference is to be made to the appendix on assessment instruments.

LEARNING SUGGESTIONS AND GUIDELINES

Week 1

Over the week of lecture and tutorial, the focus will be to undertake the following:

· Different envelope sizes and typing correct display for envelope addressing.

· Folding letters to be inserted into the envelopes.

· Structure of business letters – letter-headed paper, layout (blocked and indented style), line spacing, margins and punctuation. 

· Parts of a letter – reference, date, special instructions, attention line, inside name and address, salutation, subject heading, body of the letter, complimentary close, name of organisation, name of signatory an/or designation and enclosure(s). 

· Speed development techniques.

Learning outcomes to be attained:

· Learn the various envelope sizes and typing correct display for envelope addressing.

· Showing the correct technique in folding letters to be inserted into the envelopes

· Conform to the guideline structure of business letters.

· Understand the components of a letter.

Readings and preparation to be undertaken:

a. From the text book:

	
	Chapter(s)

	Walmsley’s Commercial Typewriting with Text Production (11th Edition) by Bettina Croft 
	6


b. Student to demonstrate individual understanding by doing the following:

1. Type Exercise 87 and 88 for envelope display and addressing.

2. Type Exercise 89 to 92 for letter on A4 paper size with envelope.

c. Log on http://www.learn2type.com/ and register for free as a member.  Go to http://www.learn2type.com/TypingTest and practice to build up typing speed.

Refer to page 105-109 as progressive speed development material.

Assign further activities to students based on the main reference text.
Week 2

Over the week of lecture and tutorial, the focus will be to undertake the following:

· Business letters on A5 paper – landscape or portrait style.

· Personal correspondence layout.

Learning outcomes to be attained:

· Differentiate between business letters in A5 and A4 paper.

· Understand the components and layout of personal correspondence.

Readings and preparation to be undertaken:

a. From the text book:

	
	Chapter(s)

	Walmsley’s Commercial Typewriting with Text Production (11th Edition) by Bettina Croft 
	6

7


b. Student to demonstrate individual understanding by doing the following:

1. Type Exercise 93 and 96 for business letter on A5 paper.

2. Type Exercise 97 as proofreading practice.

3. Type Exercise 98 as an example of personal letter to a friend.  

4. Exercise 99 – to compose an invitation and a reply personal letter. 

5. Complete the correspondence assignment 1 and 2 (page 70 & 71).

c. Log on to http://www.learn2type.com/TypingTest and practice to build up typing speed.  

Refer to page 105-109 as progressive speed development material.

Assign further activities to students based on the main reference text.
Week 3

Over the week of lecture and tutorial, the focus will be to undertake the following:

· Principles / layout of business letters in indented style.- open and full punctuation

· Production typing preparation for office work.

· Methods of typing continuation sheet for business letters.

Learning outcomes to be attained:

· Conform to the principles and layout of business letters in indented style either in open or full punctuation.

· Understand and able to produce an accurate, well presented document in the shortest time possible

· Understanding typing continuation sheet in suitable methods.

Readings and preparation to be undertaken:

a. From the text book:
	
	Chapter(s)

	Walmsley’s Commercial Typewriting with Text Production (11th Edition) by Bettina Croft 


	7


b. Student to demonstrate individual understanding by doing the following:

1. Type Exercise 104-108 in A5 with/without letter-headed paper in full or open punctuation.

2. Type Exercise 109 to test production typing; Exercise 110 & 138 (page 113) to recognise abbreviations used.

3. Type Exercise 111-114 to practice continuation sheets

4. Type Exercise 139 (page 114) for copying practice.

c. Log on to http://www.learn2type.com/TypingTest and practice to build up typing speed.
Refer to page 105-109 as progressive speed development material.

Assign further activities to students based on the main reference text.
Week 4

Over the week of lecture and tutorial, the focus will be to undertake the following:

· Layout for different types of paragraph headings – side heading; shoulder heading; paragraph headings (blocked and indented)

· Principles in numbering listed items or paragraphs and paragraph styles.

Learning outcomes to be attained:

· Differentiate types of paragraph headings in business correspondence.

· Conform to principles of numbering listed item or paragraphs and paragraph styles for ease of reference / reading..

Readings and preparation to be undertaken:

a. From the text book:

	
	Chapter(s)

	Walmsley’s Commercial Typewriting with Text Production (11th Edition) by Bettina Croft 
	7


b. Student to demonstrate individual understanding by doing the following:

1. Type Exercise 115-118 to practice paragraph heading layout for letters in blocked or indented style.

2. Type Exercise 119 to practice numbering list in letter.

3. Type Exercise 120 as an extra exercise.

c. Log on to http://www.learn2type.com/TypingTest and practice to build up typing speed.

Refer to page 105-109 as progressive speed development material.

Assign further activities to students based on the main reference text.
Week 5

Over the week of lecture and tutorial, the focus will be to undertake the following:

· A typewritten memorandums basic elements and design layout.

Learning outcomes to be attained:

· Mastering memorandum design layout, with carbon copies for circulation.

Readings and preparation to be undertaken:

a. From the text book:

	Walmsley’s Commercial Typewriting with Text Production (11th Edition) by Bettina Croft 


	8

Sample Examination Paper


b. Student to demonstrate individual understanding by doing the following:

1. Type Exercise 123 and Assignment 1-6 (page 97-99) for samples of memorandum.

2. Revision Assignment – RSA Text Processing II: Part 1 – 11/94 (page 224-229) 

c. Log on to http://www.learn2type.com/TypingTest and practice to build up typing speed.

Refer to page 105-109 as progressive speed development material.

Assign further activities to students based on the main reference text.
Week 6

Over the week of lecture and tutorial, the focus will be to undertake the following:

· Form or form letters for duplication.

· Guidelines in displaying forms and form completion.

· Circulation slips.

Learning outcomes to be attained:

· Mastering in creating, displaying a form and form completion; form letters with circulation slip.

Readings and preparation to be undertaken:

a. From the text book:

	
	Chapter(s)

	Walmsley’s Commercial Typewriting with Text Production (11th Edition) by Bettina Croft 


	8

Issue Sample Mid Term Examination Paper


b. Student to demonstrate individual understanding by doing the following:

1. Type Exercise 124 and page 200 for typing sample of a form.

2. Exercise 125-126 (as instruction) to practice form completion.

3. Type Exercise 140 for practice in form letters.

c. Log on to http://www.learn2type.com/TypingTest and practice to build up typing speed.

Refer to page 105-109 as progressive speed development material.

Assign further activities to students based on the main reference text.
Week 7

Over the week of lecture and tutorial, the focus will be to undertake the following:

· Purpose and layout format of circular letters and memo with tear-off portion

· Horizontal centering in blocked style and centered style

· Methods in varying the space between columns 

· Typing money and other items in columns

Learning outcomes to be attained:

· Mastering typing circular letters; table works and display.

Readings and preparation to be undertaken:

a. From the text book:

	
	Chapter(s)

	Walmsley’s Commercial Typewriting with Text Production (11th Edition) by Bettina Croft 
	8

9

Sample Examination Paper


b. Student to demonstrate individual understanding by doing the following:

1. Type Exercise 130 for sample of circular letter with tear-off slip.

2. Type Exercise 142-143 for horizontal and vertical centering.

3. Type Exercise 144 for sample layout in varying the space.

4. Type Exercise 145-147, 149-153 for various of tabulation work in letter, resume, statement.

5. Mock exam / Class Test I – RSA Text Processing I  (page 210-213)

c. Log on to http://www.learn2type.com/TypingTest and practice to build up typing speed.

Refer to page 105-109 as progressive speed development material.

Assign further activities to students based on the main reference text.
Week 8

Over the week of lecture and tutorial, the focus will be to undertake the following:

· Mock exam for Mid-term assessment

Learning outcomes to be attained:

· Demonstrate competencies in production typing of any business documents – envelope addressing, business letters, personal correspondence, memos, forms and form letters, circular letters and simple tabulation work.

Readings and preparation to be undertaken:

a. From the text book:

	
	Chapter(s)

	Walmsley’s Commercial Typewriting with Text Production (11th Edition) by Bettina Croft 


	Set mid-term examination paper


b. Student to demonstrate individual understanding by doing the following:

1. Mock exam – RSA Text Processing I: Part 1 (PILOT) – 12/94  (page 214-217)

2. Mock exam – RSA Typewriting : Part 2 (PILOT) – Specimen   (page 218-223)

c. Log on to http://www.learn2type.com/TypingTest and practice to build up typing speed.
Refer to page 105-109 as progressive speed development material.

Assign further activities to students based on the main reference text.
Week 9

Over the week of lecture and tutorial, the focus will be to undertake the following:

· Various techniques when producing displayed material (line spacing; styles of capitals – spaced or closed; underlining; emboldening; margins; graphics and centering)

· Layout of advertisement and leaflets

· Purpose of leader dots and justified right margin.

Learning outcomes to be attained:

· Mastering techniques to present documents as effectively as possible in the available space through blocked style of display or centered; using leader dots and justified right margin; creativity in displaying advertisement and leaflet.

Readings and preparation to be undertaken:

a. From the text book:
	
	Chapter(s)

	Walmsley’s Commercial Typewriting with Text Production (11th Edition) by Bettina Croft 
	10




b. Student to demonstrate individual understanding by doing the following:

3. Type Exercise 156-157 and 160-161for sample of advertisement display.

4. Type Exercise 158-159 for leaflet and menu layout sample respectively.

5. Type Exercise 162-163 for leader dots and justified right margin layout sample

6. Type four-page program assignment in page 149-153

c. Log on to http://www.learn2type.com/TypingTest and practice to build up typing speed.

Refer to page 105-109 as progressive speed development material.

Assign further activities to students based on the main reference text.
Week 10

Over the week of lecture and tutorial, the focus will be to undertake the following:

· Purpose and sample layout of an itineraries

· Displaying notice of meeting, agenda and minutes of meeting

Learning outcomes to be attained:

· Mastering in preparation of an itinerary; displaying documents for meetings (notice of meeting, agenda and minutes of meeting).

Readings and preparation to be undertaken:

a. From the text book:

	
	Chapter(s)

	Walmsley’s Commercial Typewriting with Text Production (11th Edition) by Bettina Croft 
	10




b. Student to demonstrate individual understanding by doing the following:

1. Type Exercise 167 for sample of an itinerary.

2. Type Exercise 170-175 for documents required in meeting

c. Log on to http://www.learn2type.com/TypingTest and practice to build up typing speed.

Refer to page 105-109 as progressive speed development material.


Assign further activities to students based on the main reference text.
Week 11

Over the week of lecture and tutorial, the focus will be to undertake the following:

· Tabulation and column headings
- centered style (column centered under column headings)

- multiple line column headings (column headings of more than one line)

· Purpose in ruling a table

· Financial statement – balance sheet; invoices and statement

Learning outcomes to be attained:

· Mastering in tabulation and column headings; preparation of financial statement

Readings and preparation to be undertaken:

a. From the text book:

	
	Chapter(s)

	Walmsley’s Commercial Typewriting with Text Production (11th Edition) by Bettina Croft 


	11




b. Student to demonstrate individual understanding by doing the following:

1. Type Exercise 177 for sample of table without ruling

2. Type Exercise 178-182 for tables with ruling

3. Type Exercise 183-189 for sample of balance sheet, list of expenses, invoice and statement

c. Log on to http://www.learn2type.com/TypingTest and practice to build up typing speed.

Refer to page 105-109 as progressive speed development material.


Assign further activities to students based on the main reference text.
Week 12 & Week 13

Over the week of lecture and tutorial, the focus will be to undertake the following:

· General advice on common mistakes in manuscript text production 

(pages 204 & 205)


Learning outcomes to be attained:

· Production of accurate and mail-able material from typewriting / manuscript drafts at a minimum keyboard speed.  The production work includes the typing and display of letters, memos, manuscripts, advertisement, typescripts, forms, tabulation etc.

Readings and preparation to be undertaken:
a. From the text book:

	
	Chapter(s)

	Walmsley’s Commercial Typewriting with Text Production (11th Edition) by Bettina Croft 


	Sample Examination Papers may be used for revision


b. Student to demonstrate individual understanding by doing the following:

1. Mock exam / Class Test – RSA Typewriting II: Part 2 – 01/95    (page 230-236)

2. Mock exam assignment – LCCI Typewriting 1st Level – 04/94    (page 237-242)

3. Mock exam assignment – LCCI Typewriting 2nd Level – 04/94   (page 243-248)

4. Mock exam assignment – PEI Typewriting Intermediate – 92     (page 249-254)

5. Mock exam assignment – PEI Typewriting Intermediate – 93     (page 255-260)

c. Log on to http://www.learn2type.com/TypingTest and practice to build up typing speed.
Refer to page 105-109 as progressive speed development material.

Assign further activities to students based on the main reference text.
Week 14

Over the week of lecture and tutorial, the focus will be to undertake the following:

· Speed building and accuracy

Learning outcomes to be attained:

· Develop an accuracy in speed typing

Readings and preparation to be undertaken:

Log on to http://www.learn2type.com/TypingTest and practice to build up typing speed.


WEEK 15


FINAL EXAMINATION
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