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OBJECTI VES:

PROCEDURES:

GRADI NG.

MATERI ALS:

NOTE:

MACHI NE TRANSCRI PTI ON
SPR- 127
(Prerequisite SPR-126)

Student will develop skill in operating the
Phili ps equipnment.

Student will develop communication skills
(grammar, spelling, vocabul ary, punctuation,
conprehension, and the ability to follow

i nstructions.)

Student will devel op proofreading and editing
skills.

Student will transcribe correspondence, reports,
etc. in "mailable" form This transcription is

to be done during regularly-schedul ed class
time. Transcription is not to be done on
student's own tine unless there has been a
pre-arrangement (for valid reasons) nade wth
the instructor.

Student will be responsible for conpleting all
tapes indicated on the attached sheet.

All work is to be transcribed on a "good copy,
first time basis", i.e., mailable copy directly
from the tape_—_no retyping.

A B, C . An undet ected proofreading error on
any work submtted will result in an "I"

A - 8 - 100

B - 70 - 84

cC - 60 - 69

I - under 60

Typi ng paper (not corrasable bond)
Car bon Paper

Correcting materials

Dictionary (a must)

UNLESS SPECI FI ED AS A "TEST TAPE" STUDENT MJST
CHECK HER WORK AGAI NST THE TEACHER S KEY,

MARKI NG ERRORS, ETC. THI'S WORK IS TO BE

SUBM TTED TO THE | NSTRUCTOR FOLLOW NG THE
SELF-CHECK SO THAT IT CAN BE RECORDED AS BEI NG
COMPLETED.
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