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RECORD OF PROGRESS GRADE 10 KEYBOARDING (25S)

Name
School
TARGET DATE | AcTUAL DATE
FOR OF MARK
COMPLETION COMPLETION

Mop 1

1.1 Phone Call to Your Tutor/Marker a

1.2 Theory, Shortcuts, and Ergonomics /30

1.3 Part A—Continuity Keying 112
Part B—Indents /16
Part C—Timing /10

Mob 2

2.1 Part A—Continuity Keying /15
Part B—Tabs 124
Part C—Timing /10

2.2 Part A—Letter 127
Part B—Poster 117
Part C—Timing /10

Mob 3

3.1 Part A—Continuity Keying 114
Part B—Timing /10

3.2 Part A—Report 125
Part B—Report Composition /15
Part C—Timing /10
Part D—Reflection—Warmups /10

Final Exam /100

Final Grade Date %

EVALUATION GUIDE

Evaluation for Grade 10 Keyboarding is based on

e Assignments 70%

e Final Exam 30%

e Assignments can be redone once

This Record of Progress is NOT an official document
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