SLO for CIT 013 

1. Given a detailed description and parts of a mailable business letter in modified block style with mixed punctuation, and description of proofreaders’ marks, the student will produce a mailable business letter from a very rough draft of a poorly-written letter with proofreaders’ marks.

2. Student will demonstrate typing competence by sustaining a typing speed of 45 words per minute for five minutes on a timed typing exercise.
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