	ourse Number:
	
	Page 6



Springfield Technical Community College

ACADEMIC AFFAIRS

	Course Number:
	CMPA 216
	Department:
	Information Technologies

	Course Title:
	Document Formatting
	Semester:
	Spring
	Year:
	2011


Objectives/Competencies

	Course Objective
	Competencies

	1. To format business letters with notations and special features 

2. To format envelopes

3. To format memos

4. To format tables

5. To format reports
	1. Identify basic letter parts.

2. Apply proper spacing and correct placement of these letter parts.

3. Recognize when to use notations such as copy, enclosure or attachments and how to apply special features such as display paragraphs, personal titles, complimentary closings, etc.

4. Demonstrate by production the various business letter styles--Block Letter, Modified-Block Letter and Personal Letter.

1. Apply proper arrangement of envelope addresses—delivery address and return address.

1. Apply basic memo parts.
2. Apply proper spacing and correct placement of these memo parts.

1. Identify basic table parts.

2. Demonstrate the proper formatting of those table parts.
3. Demonstrate the ability to use a variety of table designs such as boxed, open or ruled.
1. Identify basic report parts.

2. Format one-page reports and multipage reports.

3. Format reports with lists.

4. Demonstrate the formatting of various report styles such as Left-Bound, MLS (Modern Language Association), APA (American Psychological Association), as well as Itineraries, agendas, and Minutes of a Meeting.

5. Demonstrate the ability to format footnotes and report citations such as a bibliography, reference, etc.

	
	

	
	

	
	

	
	


