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@ Build skill

Key each line twice.
Double-space between
2-line groups.

All the movement
should be in the
fingers; the hands
and arms should
not be moving as
you key.

N S

GG EE s 80 = 2
(e (@l w e JfRI[T]{v][u {1 ]fo {p](t JLEI[]
[Eoc&J(a s [olfF (g i) (s ko JTi ) Jenren
M@II@DQDM
CONTROL m SPACE BAR CONTROL

balanced-hand sentences

I may pay the maid when she signs the right forms.
Sign the form so the auditor may pay for the work.
It is their duty to fix the bicycle for the girls.
He may lend the map to us to do the work for them.
Send the forms to them at the address on the card.
If they do the work, he may spend the day with me.
The firm kept half of them busy with the hem work.

Ruth and I may handle the problems for their firm.

@ Build skil:
Paragraphs

Key the text at the right.
Key the text again, trying
to increase the rate at
which you key the text.

Your reputation is what others think about the way you
choose to live your life. It is all about your ethical and moral
values. In other words are you fair, honest, and just in your
dealings with other people? A good reputation is priceless. Your
reputation should be one of your most prized possessions.

A good reputation requires time, effort, and discipline to
develop and protect. However, a bad reputation can be acquired in
a short period of time. It can result from just one misdeed and can
be a heavy burden to carry the rest of your life. What are you doing

to build and protect your reputation?
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