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OBJECTI VES:

Students will denonstrate through actual transcription of copy
their ability to operate transcription equi pnent (nechanical),

use proofreading and editing- skills (grammar, spelling, vocabul ary,
punctuati on and conprehension), and to follow instructions.

Condi tions under which this will be tested - tined, neasured agai nst
production quantity and quality.

PROCEDURE:

Students will transcribe correspondence, reports, etc., in an effort
to produce nailable form from tapes. As well, students wll be

assi gned Machine Transcription honmework assignnents. There will be

(3) 50-mn. classes per week for 17 weeks. Al work to be conpleted
during regul arlyschedul ed class unless assigned by instructor.

PREREQUI SI TE:

Students nmust be able to type 35-40 wpn . from strai ght cony (unless
aut hori zed by instructor); Typing 110, and a credit for English -
1st senester.

MATERI ALS:

Text - Machine Transcription in Mdern Business, 2nd Ed. (Mever-Myer)
DI CTAPHONE Headset

Erasing materi al

Typing Paper - (not corrasable bond); newsprint for copies ; carbon naper
Dictionary - recommended WEBSTER S NEWWORLD DI CTlI ONARY, 2nd Ed.

GRADI NG (general class worKk)

If nore than two errors per letter and/or the appearance of letter
transcribed is not acceptable to instructor, students will be required
to redo the entire tape and resubmt it.

Quidelines for setup will be either orally given or handed out in
witten form
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EVALUATI ON:

- if proofreading error found entire letter graded "O

0
2 - spelling, myjor set-up, lack of conprehension (ea.)
2 - punctuation error(s) ea.

1/
Your final grade will be established from a random sel ecti on of your

class work (before any assigned rewites). Nunber of tapes - 4-8
(at discretion of instructor).

A - 85 - 100%
B - 70 - 84%
c - 60 - 69%
R

- bel ow 60% - repeat entire course



