[image: image1.png]Name

Class Period

KEYBOARDING TECHNIQUE CHECKLIST

Technique Evaluation Criteria

1. Holds body erect but relaxed; maintains proper
distance from keyboard 4321/4321|4321(4321
2. Keeps feet on floor for balance; sits all the way
back in chair 4321(4321|4321/4321
3. Keeps wrists level; off the keyboard or counter
4321(4321(4321(4321
4. Keeps fingers well curved and upright
4321(4321(432 4321
5. Uses correct finger for each key
abcdefghljklmno 4321(4321|1432114321
pgrstuvwxyzs., tab shift
6. Makes quick strokes with even rhythm 43214321432 4321
7. Enter/Return Key: does not pause after returning;
keeps eyes on copy while entering 4321/4321(432 4321
8. Keeps eyes on copy 86428642864 8642
9. Works conscientiously all period, comes prepared,
keeps workstation neatly organized, shows a 86428642864 8642

positive attitude, and follows instructions

TOTAL POINTS

Comments:






Grading Scale


A
40-44


B
35-39


C
31-34


D
27-30

