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OBJECTI VE;

PROCEDURE:

NOTE:

MACH NE TRANSCRI PTI ON

Student will develop skill in operating various
di ctating equi pnent

sﬁuFFnt w || devel op proofreading and editing
skills

student will devel op commnication skills (grammr,
spel ling, vocabul ary, punctuation, conprehension,
and the ability to follow verbal and printed

i nstructions).

student will transcribe correspondence, reports,
etc. in "mailable" form

student will be resPonsibIe for conpleting al
tapes inthe tine allotted (see senester breakdown)

since this is a continuation of the Mchi ne
Transcription, senmesters | & I, student wll

be' expected to transcribe on a first-time basis, °
I.e. nmailable copy direct fromdictating

equi pment wi t hout retyping.

the class will be divided into two groups: -

Goup A - those who have conpl eted the D ctaphone
Cor porati on course

Goup B - those who have not conpleted the
D ct aphone Corporation Course



Jt

SEMESTER |11

Qoup A -

Qoup B -

student wll begin at IBMbelt nunber 5A and will

have conpleted to end of tape |1B before proceedi ng
to Senmester |V program o

student will transcribe tapes dictated by the
fol | ow ng:

- Dean of Continuing Education, tape 1
- Registrar, Sault College, tape 1 and tape 2

- Chairman of Engineering & Mdtive Power, tape 1
and tape 2

- Chai rnman of Extension Prograns, tape 1
- Student Residence Manager
student wll conplete IBMbelts nunber 5A to 6C



