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TEXT,

SUPPLI ES
REQUI RED,

GENERAL CGBJECTI VES

SPEQ FI C GBIJECTI VES

NN

LEGAL MACH NE TRANSCRI PTI ON

Semresters 3 & 4

DN-KS-Gtetr

Webster Dictionary

Sdmnilla file folders - 8" x 11"
typi ng paper

newsprint for carbon copies

letter size carbon paper

| egal size carbon paper

to develop listening skills and the ability to understand
dictated naterial accurately

to devel op ear-finger-toe coordination

to develop skill in operating various types of dictating
equi prrent
to develop skill in transcribing material from prepared

tapes quickly and accurately, wi thout sacrificing
quality

to inprove the student's grammar, English usage and
| egal vocabul ary '

the student will produce "nmail abl e" copy without
preparation of a rough draft beforehand

the student will devel op proofreading and editing
skills

the student will transcribe which will be encountered
frequently ina lawoffice, i.e. correspondence, accounts,
reports, docunents, etc.

to provide the student with an understandi ng of various
| egal docurments and to develop the ability to transcribe
the contents fromnachi ne dictation, organize the work,
and set priorities

to develop the student's ability co supply punctuation,
correct grammatical errors, properly paragraph letters
and docunents, etc.

to develop the student's ability to transcribe materi al
dictated by various people and to learn to adapt to their
particular nethod or style of dictation



- 2.

the student will hand all work in neatly,in the order
dictated, ina file folder which will be |abelled
accordingly

TI ME: - 2 periods per week for each of semesters 3 and 4

GRADI NG - all workwill be graded A, B, C, or |

- anything which is unacceptable will be rejected and
handed back to the student for reassignnent

- errors include:

a) msspel | ed words

b) punctuation errors

C) unacceptabl e erasures or corrections

dl use of incorrect word

e) WORK WKTH PROCFREADI NG ERRCRS AUTQVATI CALLY RECE! VES
AN | NOCOMPLETE GRADE

NOTE: STUDENTS WLL NOT BE-ALLOMNED | NTO GLASS W THOUT A DI CTI ONARY

A MOIX T PV SR A
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TRANSCRI PTI ON  TAPES

- Type an original to EACH of the

three people naned

Salutation should read "Dear M

Dent on"

Second sentence should read "so
for as appears” (not appeals)

first line should read "between
you and Pierre" (not Fred)

- Statement of Adjustments



