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MACH NE TRANSCRI PTI ON
EXECQUTI VE SECRETARI AL - SEMESTER |V

OGBJECTIVE:  Student will develop skill in transcribing from
di ctati ng equi pnent
Student will devel op proofreading and editing skills
Student will devel op commnication skills (grammar

SEeIIing, vocabul ary, punctuation, conprehension, and
the ability to follow instructions).

GRADI NG A = 85 - 100
B = 70 - 84
C = 60 - 69
| = Below 60

OBJECTI VES - SPECIFIC DUE DATES

|.B.M Belt #12A January 12
#12B 19
#13A 26
#13B February 2
#14
#15A 16
#15B 23
#16 March 16
#17A 23
#17B 30
#18A ril 6
#18B i 13

REGLAR CLASS TIME ONLY TO BE USED FCR TRANSCR BING NO "AFTER
HOURS' TRANSCR PTI ON WCRK TO BE DONE UNLESS SPECI AL GONSI DERATI ON
HAS BEEN G VEN (i.e. in case of prolonged illness, etc.)



