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I. TITLE/AUTHOR OF CHANGE
Name Change: BE 132 from Intermediate Typewriting to

COURSE/PROGRAM TITLE ADVANCED KEYBOARDING AND DOCUMENT FORMAITING
Programs: Bus. £d. & OLLiCe Jcd.

DEPARTMENT ASBED

CONTACT PERSON__Dr. Virginia C. Demand

II. APPROVALS

A /N

Department Curriculum Committee 7/ Déparwment Chairperson
. P o, -~ T I,
C/e.-_-y"_‘,,(,.{v..\__ D S A
College Curriculum Committee Colliege Dean = .
Director of Liberal Studies T Frovost
(where applicable) (where applicablz)

* COLLEGE DEAN MUST CONSULT WITH PROVOST BEFORE APPROVING
CURRICULUM CHANGES. APPROVAL BY COLLEGE DEAN INDICATES THAT
THE PROPOSED CHANGE IS CONSISTENT WITH LONG RANGE PLANNING
DOCUMENTS, THAT ALL REQUESTS FOR RESOURCES, MADE AS PART OF TEH:
PROPOSAL, CAN BE MET, AND THAT THE PROPCSAL HAS THE SUPPORT OF
THE UNIVERSITY ADMINISTRATION.

<
IIT— TIMETABLE . . o oo - _ . e e e
Date Submitted Semester/Year to be Date to be published
to UWUCC Inplememted FALL 1988-89 in Catalog

IV. DESCRIPTION OF CURRICULUM CHANGE

(Attach remaining parts of proposal to this foru).



Iv.

COURSE REVISION

CHANGE OF NAME/ASBED DEPARTMENT/CONTACT DR. VIRGINIA C. DEMAND

Change name of "BE132 Intermediate Ivpewriting" to "BE132 Advanced
Xeyboarding and Document Formatting"

APPROVALS - See Attached
TIMETABLE
Effective date: September 1988
Catalog change: As soon as possible after effective date.
DESCRIPTION OF CURRICULUM CHANGE
L. Catalog Desc:ipt{bn - See Attached
2. Old Title: BE132 1Intermediacs Typewriting
New Title: BEL32 Advanced Keyboarding and Document Formatting
3. This change reflects changing terminology in'the field. Other

universities are using Keyboarding and Document Formatting or
similar terms to replace the term "typewriting."

N/A



CaTALOG DESCRIZTION

BE132 ADVANCED KEYBOARDING AND DOCUMENT FORMATTING 3 eredics
Prerequisite: 2.0 GPA in BEl3l or creditc by examination.

Emphasis on further development of speed, accuracy, and production
ability; use of electronic typewriter includes business letters with

special features, business reports, business forms, rough drafts, and
manuscripts.



RATIONALE FOR INCREASING CREDIT HOURS FOR BE131 f;;m
BE13:i Principies of Typewriting has nistoricelly been a 2z-
credit course. Although this created credit imbalances for
students taking it as a free elective, the Department cof
Administrative Services and Business Education felt <he
crecits accurately reflected the course content and work
required. The foliowing major changes in the course have

resulted in our requesting an increase of course credit to
3-credit hours:

.

-BEi31 is no longer a required course for Business/Marketing
Education majors or Office Administration majors. They are
expected to have had this background either in high school or
to take the course as a free elective to fulfill the skill
requirement necessary for BE132.

Previously, exemption and placement techniques alone could
not keep faster, more advanced students from registering for
the elementary course. This created enrollment difficulties,
as those students desiring the new skill could nct get in
eince seats were being taken up by those who already had the
skills.

By eliminating required credit for the course, students
enrclling in BE131 are generally from majors outside of the
Coilege of Business, such as Journalism and Criminology.

They have very littie or no background in kevboarding and
document formetiting and require additional laboratory hours
to complete the 75 lessons included in the course. The
proposed one-hour lab requirement a week is minimum a student
would be reguired to spend; most will need several hours’
more for speed and accuracy building.

-The current makeup of the class necessitates more emphasis
on theorv of keyboarding and document formatting. Tne
propcseé new BE131 would include 10% of the student’s grade
based on performance on theory tests. The theorv moduies are
self-paced instructional materiels the student learns through
out=ci=-ciass study (homework); and theory *ests are
administerec in class.

-Several yvears agc we eliminated a third =ypewriting course
to permit inclusion of & current Information Processing
Applications course taught on microcomputers (word
rrocecssing, electronic spreadsheets, and database). A%t that
Time, we were required to place more document production
emphasis into each of the remaining two typewriting courses,
but a change in credits was not requested.

Based on the increased document formatting, class lessons,
lab requirements, and homework, we urge an increase in the
amount of credits granted for BE131 to reflect the amount of
time and work students put into the course.



) pPune;) pras /wmo)) “un) jo uosiadieg)

LLoama i.a:cru Jo unaqq o, qu1 ] - ura] 399110 ¢
N T Kivue) - vossadney) g

o o0 .

neql .322_.:..:_@ \\ \ v ) MYM - Fuynpayog |

,.‘ll\ \ SCE RNy maoov.au:_ouu:m:m_
: 7 11oJ I IS
SN T
AN o.ﬁ._cU mse sreurdoadde oy 01 sa0qe pasyy saJurya 10 uoNIIP [uoisnoul
i parosdde arep Juimorjog oy uo aieyd | yorym Lousde Juiaosdde a1 2o [ 1ey) sory1udis wirog sipy uo ameudis Ay

Y

€ fuiljewiog Juswndog pue Suyparvoqlay €1 a9 oL
wosj
A Huriyaewaog Jusundog pue Suipaeoqia)y 1€1 qaq aduny)
dosq ~
rpv
SYIRUIIYg SINOJ] 12)SAUG g, 2andusaqq JquInN daqg uonIy
‘padunyd 10 paddosp/pappe aq 0) 3s1n0I ay) 10§ pIysanbals uopwuULICU [INJ ) MOJIG ISI} ASBI|]
3jenpuan _.l.l_ 3duuy) SInojj 1)U E
. ajenpeidopury _M_ aduwy) apn ], aapdpadsa Ismo) [
: aduey) roquiny ISMO)
ywpwdag oI SN0 [
) UOIIPPY SN0 MIN [

- q uorplBONpy SSAUTSNY ||
una(q AddfjoH 01 wiof siy) nuqgng pue §90TA19g SATIRIISTUTUPY

‘w10j 12d £nus suo £juo 151 wi0,] YoBy 10§ JUQ HIY) ISR}

uonwziony Iduey) /3uaagyQ 18NN




1I1.

I1I.

v.

~

COURSE REVISION

BE 131 - PRINCIPLES OF TYPEWRITING ~ INCREASE IN CREDIT FROM 2 TO
3 HOURS (Change-of-name form attached).

Department: ASBED (Administrative Services & Business Education)
Contact Person: Dr. Virginia Demand, Chair

ASBED Curriculum Committee

APPROVALS - See Attached

TIMETABLE

Effective date of course: September 1988

University Catalog: As soon as possible after effective date.

DESCRIPTION OF THE CURRICULUM CHANGE

l'

Catalog Description - See Attached

Credit for BE13l will be changed from 2 to 3 hours. (Name change
to Keyboarding and Document Formatting I attached.) 8

0l1d and New Course Syllabi - See Attached

Until 1983, three typewriting courses were required for
certification in Business Education: BE13l - Principles of
Typewriting, BE132 - Intermediate Typewriting, and BE271 -

Production Typewriting. The same courses were required in
Office Administracion.

In 1983, the Production Typewriting was changed to BE274,
Word Processing Applications (now BE274, Information
Processing Applicatioms), and the production units were moved
to the Intermediate course. To be able to pass Intermediate,
the students now need more advanced work.

BE131, Principles of Typewriting, is being expanded to
include more production typewriting and theory.

LETTERS OF SUPPORT - See Attached



