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Typing 110 and English 118 (Devel opnental Engli sh)

PHI LOSCPHY/ GOAL:

Students will denonstrate through actual transcription of unfamliar type®
copy their ability to:

- operate mechani cal transcription equi prent

- use proofreading and editing skills (including the areas of
granmati cal structure, spelling, punctuation, vocabul ary
suitable to context, correct setup formats)

- follow dictated instructions

- produce clean copy (professional corrections, etc.)
wthin a time-limted setting. A
PROCEDURE

Students will transcribe correspondence, reports, etc., with an aimto
produci ng nail able copy fromunfamliar taped dictation.

Step 1 - students will be assigned tape-correl ated honmewor k assi gnnents
to be conpleted prior to classroompresentation of tape.

Step 2 - students will transcribe tape using text and dictionary reference
materi al s where required.

Step 3 - student feedback and reinforcement will be in the formof either

instructor rmarked or self-checked conpleted transcription

Step 4 - any student experiencing difficulty (as determned by the
instructor) may be assigned extra renedial work in any form deem
necessary by instructor. Exanple - renedial spelling program
extra machine transcription tapes, speed and accuracy typing
tapes, etc. Renedial assignments are considered part of the
requi red course material.

This course covers 16 weeks of 50-mnute class sessions held three tines
per week.



EVALUATI ON:

Final grade will be established on the basis of the average of the grades
attained (marking scale below) using the best 5 out of the 6 unannounced
instructor-preselected tapes conpleted during the regular class sessions.

Al | £3 done in regular class time will rep”ive obtained grade,

however, high for any tape transcr: other than in regular cla
time will be a "C". I n have ivilege of transcribing outsi
regular class time student nus- nstructor prior to that class, th

reason for such abs

DEDUCTI ON  BREAKDOWN

WHITE RAPER (use of plain baper oy¥er~and above instr ;" but ed
lettWheaf™ orX”ik” - 1 pb4ji>"dedu<sieon
EnouglwJ”*tterhead will be given ent for each tape.

lyn-~nt Brir jlii-g>d
PROOFREADI NG ERROR - entxx-e jJciyy "'aJed "fl".—
PUNCTUATI ON ERROR - 1/2 point deducted per error

SPELLING-- "2 point dQmata.on»— "~ 3
SETUP/ FORMAT ERROR - 2 point deducti on. -Z
-
[DING SYSTEM m S

85 - 100% - A
70 - 84% - 3
60 - 69% - C
Bel ow 60% - R (repeat course)

TEXT/ NATERI ALS:

Machi ne Transcription in Mdern Business, 2nd Ed. (Myer-Myer)

(1) Manilla File Folder - lettersize only

(1) DI CTAPHONE brand headset

D ctionary - current

Typi ng paper - NOTI corrasabl e bond

Erasing/ Correction materials

NOTE  STUDENTS WLL NOT BE ALLOMED | NTO CLASS W THOUT DI CTlI ONARY OR TEX







