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EXECUTI VEANVACH NE TRANSCRI PTI ON MIE 300 & MIE 400
Cour se Nane Code No

PREREQUI S| TES!

MIC 200 is a prerequisite for MIE 300
MIE 300 is a prerequisite for MTE 400

GENERAL  GBJECTI VES;

To develop listening skills and the ability to understand dictated nateri al
accurately.

To devel op ear-finger-toe co-ordination
To develop skill in operating various types of dictating equi prent*

To develop skill in transcribing material fromprepared tapes quickly and
accurately, wthout sacrificing quality.

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

SPEC FI C GBJECTI VES:

The student will produce "Muil able" copy w thout preparation of a rough draft
bef or ehand.

The student will develop proofreading and editing skills.

The student will transcribe work which will be encountered frequently in a la
office, ie. correspondence, accounts, reports, documents, etc-

To provide the student with an understanding of various docunents and to _
develop the ability to transcribe the contents from nachine dictation, organi:
the work, and set priorities.

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

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

The student will hand all work in neatly, in the order dictated, in a file
folder which will be labelled accordingly.

The student's work nust be prepared for signature presentation - reprographff
requests, nailing envel ope, appropriate attachnents, file copies, etc,
(fourth senester)



STUDENT EVALUATI ON

Students nust check work against the teacher's key, narking all errors. Thi:
work is to be submtted to the instructor who will record It as being
conpl et ed.

Throughout the senmester, six tapes will be assigned a mark. These tapes w |
be selected randomy fromtapes transcribed throughout the senester. Al wo
will be done in class tine. The termmark will be based on the BEST FOUR of
t he marked t apes.

If a student is not able to transcribe a tape because of illness, or a

l egiti mate energency, that student nust contact the instructor prior to the
class and provide an explanation which is acceptable to the instructor (nedi
certificates or other appropriate proof may be required). In cases where th
reason is not classified as an energency, I1.e. slept in, forgot, etc., the
student nmay nmake the taﬁe up at the end of the course at the instructor's

di scretion. In cases where the student has not contacted the instructor, th
student will receive a mark of "0" on that tape.

85 - 100% A
70 - 84% B
60 - 69% C
Under 60% I
GRADI NG
- proofreading errors = -5
- spelling errors (including word division) = -5

- punctuation = -1/2 to -5
- all other errors (poor corrections, no enclosure notation, uncorrected
carbon copy errors, etc.) = -2

TEXT:

Conpr ehensi ve Word Processing - MLean and Froiland (VWstern Tape) - third
senest er

- To be supplied to student
Sault Coll ege Executive Level Series - fourth senester
Webster Dictionary or equival ent

NOTE: Students will not be allowed into class without a. D ctionary.




Tl VE;

2 periods per week for each of Senmesters 3 and 4.

SUPPLI ES REQUI RED,

Smanilla file folders - 8 /2 x 11

typi ng paper

disk for IBMPC

| etterhead in Bookstore (fourth semester only)
The G egg Reference Manual (Sabin, O Neill)



SAULT OOLLEGE EXEQUTI VE NACH NE TRANSCRI PTI ON SER ES
(Taped by Col | ege Executi ves)

NOTE: Al correspondence nust be conpleted ready for presentation;
envel opes, reprographic sheets, file folders. etc.

TAPEt AUTHCR TYPE | TEM | TEM VALCE
1 Hem ngway Meno 1 10
Mermo 2 10
Meno 3 5
Meno 4 20
M n. 5 40
Ltr. 6 10
2 Hem ngway Ltr. 1 10
Ltr. 2 10
Ltr. 3 10
Ltr. 4 20
1 LaGuar di a Ltr. 1 15
Mernmo 2 15
Ltr. 3 25
Ltr. 4 10
Meno 5 10
Ltr. 6 20
Ltr. 7 5
Ltr. 8 15
1 MQiire Meno 1 20
Ltr. 2 10
Ltr. 3 20
Ltr. 4 15
Meno 5 20
Meno 6 10
Meno 7 30
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