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SEMESTERS | § |1

GBIECTIVE: - student will develop skill in operating dictating equi pnent
student will develop proofreading and editing skills
student will devel op communication skills (gramar,

spel l'ing, vocabul ary, punctuation, conprehension, and
the ability to followverbal and printed instructions).

PROCEDURE: - student will transcribe correspondence, reports, etc. in
“mai | abl e" form

student nmust be able to type 40 womprior to begi nni ng Machi ne
Transcri ption.

- vocabul ary appears prior to each exercise and students are
expected to know the neaning and spelling of each word prior
to proceeding with the transcription.

There are a total of 20 taped cassettes to be transcribed. Tine allotment as
fol | ows:

SEMESTER |

Sudent must conplete to end of cassette #13 (test tape)

SEMESTER | |

Student rmust conplete to end of cassette #20 (test tape)

NOTE: Student nust have a dictionary with her in each Machi ne Transcription cl ass.

GRAD NG

Work subnitted will be graded A B, C I

Marks will be deducted for nessy erasures - 1 nark each
" " R " spelling errors 1 mark each

" " woom " incorrect word 2 narks each

Oce the basi cs have been acconplished, students will be expected to submt work
whi ch has been transcribed on a "first-time" basis, i.e. mailable copy direct from
di ctati ng equi pment without retyping.



