Individual Progress Record

Gregg Quick Filing Practice, Fifth Edition

Student Name__________________________________________________________________________________

Instructor Name ________________________________________________________________________________

Check mark indicates satisfactory completion.

►
_______ Checkup on Getting Started 

Form A score _______ 

Form B score _______

►
Alphabetic Filing: Names of People


_______ File box and guides arranged correctly before starting.


_______ Exercise 1       
_______ Exercise 2       
_______ Exercise 3


_______ Exercise 4 
_______ Exercise 5     
_______ Exercise 6


_______ Quiz 1 

Form A score _______ 
Form B score _______

►
Alphabetic Filing: Names of Businesses


_______ File box and guides arranged correctly before starting.


_______ Exercise 7 
_______ Exercise 8 
_______ Exercise 9 
______ Exercise 10


_______ Exercise 11 
_______ Exercise 12 
_______ Exercise 13


_______ Quiz 2 

Form A score _______ 
Form B score _______

►
Alphabetic Filing: Government Names; Addresses


_______ File box and guides arranged correctly before starting.


_______ Exercise 14 
_______ Exercise 15
 _______ Exercise 16


_______ Quiz 3 

Form A score _______ 
Form B score _______
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►
Alphabetic Correspondence


_______ File box, guides, and folders arranged correctly before starting.


_______ Exercise 17 
_______ Exercise 18 
_______ Exercise 19


_______ Quiz 4 

Form A score _______ 
Form B score _______

►
Subject Correspondence Filing


_______ File box, guides, and folders arranged correctly before starting.


_______ Exercise 20 
_______ Exercise 21 
_______ Exercise 22


_______ Quiz 5 

Form A score _______ 
Form B score _______

►
Electronic Filing


_______ Exercise 23 
_______ Exercise 24

►
Geographic Filing


_______ File box and guides arranged correctly before starting.


_______ Exercise 25 
_______ Exercise 26


_______ Quiz 6 

Form A score _______ 
Form B score _______

►
Numeric Filing


_______ File box and guides arranged correctly before starting.


_______ Exercise 27 
_______ Exercise 28


_______ Quiz 7 

Form A score _______ 
Form B score _______

►
Final Test 

Form A score _______ 
Form B score _______

Instructor comments:

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________
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