SAULT OOLLEGE OF APPLI ED ARTS & TECHNOLOGY
SAULT STE. MARIE, ONTAR O

SEP 28 1992
COURSE OUTLINE SAI, A CCIMARY
S.A\LIf §iTE. MARIE
LEGAL MACHINE TRANSCRIPTION
Course Qutli ne:
MIL 300 MIL 400
Code No.:
OFFI CE ADM NI STRATION - LEGAL
rograra
THREE AND FOUR
Semest er:
SEPTEMBER, 1987
Dat e:
RCSE CAI CCO
Aut hor :
X

New: Revision:



4

LEGAL MACH NE TRANSCRI PTI ON MIL 300 ML 400
Cour se Nane Code No.
REREQUI SI TE:

[TC 200 is a prerequisite for ML 300
[TL 300 is a prerequisite for ML 400

| BENERAL CBJECTI VES:

‘0 develop listening skills and the ability to understand dictated mnateri al
ccurately.

‘0 devel op ear-finger-toe co-ordination.
‘o develop skill in operating various types of dictating equi pnent.

‘0 develop skill in transcribing material from prepared tapes quickly and
ccurately, without sacrificing quality.

‘o inprove the student's granmar, English usage and |egal vocabul ary. A

PEQ FI C CBJECTI VES:

‘he student will produce "Mail able" copy without preparation of a rough draft
ef or ehand.

‘he student will devel op proofreading and editing skills.

‘he student will transcribe work which will be encountered frequently in a | aw
office, ie. correspondence, accounts, reports, docunents, etc.

‘0 provide the student with an understanding of various |egal documents and to

evelop the ability to transcribe the contents from machine dictation, organize
he work, and set priorities.

o develop the student's ability to supply punctuation, correct gramati cal
rrors, properly paragraph letters and docunents, etc.

o develop the student's ability to transcribe nmaterial dictated by various
eople and to learn to adapt to their particular nethod or style of dictation.

‘he student will hand all work in neatly, in the order dictated, in a file *
ol der whi ch will be | abel | ed accordi ngly. fl



A - 3 -
| TUDENT EVALUATI ON:

Students nmust check work against the teacher's key, marking all errors. This
/ork is to be submtted to the instructor who will record it as being

. onpl et ed.

t hroughout the senester, six tapes will be assigned a mark. These tapes w ||
)e selected randomy fromtapes transcribed throughout the senester. Al work
«ill be done in class tinme. The termmark will be based on the BEST FOUR of

-he mar ked t apes.

Ef a student is not able to transcribe a tape because of illness, or a
Legitimate energency, that student nust contact the instructor prior to the
class and provide an explanation which is acceptable to the instructor (medica
certificates or other aﬁpropriate proof may be required). In cases where the
student has contacted the instructor, and where the reason is not classified a
an energency, i.e. slept in, forgot, etc., the student nay nake the tape up at
the end of the course at the instructor's discretion. |In cases where the
student has not contacted the instructor, the student will receive a nark of

"0" on that tape.

M 85 - 100% A
N 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:

Senester 111: Conprehensive Wrd Processing - MLean and Froiland (Wstern
Tape) - to be supplied to student

Senester |V: Legal Machine Transcription Course - Caicco

Webster Dictionary or equival ent

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




TI ME:

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

SUPPLI ES REQUI RED;

| etterhead & envel opes in Bookstore - Mason, Caicco, & Blake
Smanilla file folders - 8 /2 x 11

typi ng paper

disk for 1BM PC

The G egg Reference Manual (Sabin, O Neill)



NEW GRADI NG PCLI CY
Ef fective Septenber 1, 1987

The following will be the new grading policy for MIE 300 and
ML 300:

95 - 100% A+
85 - 94%- A
70 - 84% =B
60 - 69% = C
Be].ow 60% = R
GRADI NG
- proofreading errors = -5
- spelling errors (including word division) = -5
- punctuation = -1/2 for each occurrence

-5 for a major error (e.g. end of a sentence
or a conmon proper noun)
- all other errors (poor corrections, no enclosure notation,
spacing, formatting, etc. =-2



