" Name
COMMENTS:
KEYBOARDING TECHNIQUE

Needs Not
Technique Acceptable Improvement Acceptable

Eyes on copy

Correct finger reaches (strikes key
with correct finger)

Continuity (keyboard without
hesitation) and accuracy

Body, hand, finger, wrist, and arm
position

Stroking technique (quick strokes;
fingers return to home position)

Enter (J finger on home row)

Shift (F/J fingers on home row)
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Excellent—Uses acceptable technique consistently
Very Good—Uses acceptable technique most of the time; needs

some minor improvement Document ProceSSIng

ORIENTATION TO
TECHNIQUE CHEC




