Keyboarding Exam


Business Letters (See attached example)

· 1 inch side margin or the default
· 2 inch top margin
· Return address first with the date typed below (January 12, 2015)
· QS (4 returns) down to the recipient address
· Delivery (recipient) address
· DS (2 returns) down to the salutation
· Salutation (Dear Mrs. Meyer:) don’t forget colon!
· DS (2 returns) to the body of the letter
· Body with DS (2 returns) in between each paragraph but single space each within each paragraph
· DS (2 returns) to the complimentary close (Sincerely,) don’t forget comma
· QS (4 returns) to the name of the writer (sender)
· Enclosure or Attachment (if it has one) a DS (two returns) after the typed name
Memos (See attached example)

· 2 inch top margin

· 1 inch side margin or the default

· Memo heading (in all CAPS)
· TO:

tab twice

· FROM:
tab once

· DATE:

tab once

· SUBJECT:
tab once

ALL CAPS and double space between each heading

· DS down to the body of the memo and SS within the paragraphs

· DS in between each paragraph

· Reference initials a DS after the last paragraph is typed in lowercase letters

· Enclosure/Attachment (if it has one) a DS after the initials
Proofreader’s Marks

· See attached sheet

Exam Format:

You will:

1. Create a properly formatted business letter (15)

2. Create a properly formatted memo (15)

3. Complete a timed writing typing test (50)

4. Answer questions about memos & letters (multiple choice) (15)

5. Identify proofreader’s marks (15)
a. Transpose

b. Capitalize

c. Italicize

d. Delete

e. Close up

f. Insert space

g. Lowercase

h. Double space

i. Single space

j. Quadruple space

k. Move up

l. Move right

m. New paragraph

n. Align

o. Insert colon


6. Total points = 110
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