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MACHI NE TRANSCRI PTI ON MIC200

CALENDAR DESCRI PTI ON

PREREQUI SI TE;

Typing 110 and English 132 (English G anmar)

PHI LOSOPHY/ GOAL,;

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

- operate mechani cal transcription equi pnent

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

- follow dictated instructions

- produce clean copy (professional corrections, etc.)

within a time-limted setting.

PROCEDURE

Students will transcribe correspondence, reports, etc., with an aimto

produci ng mail abl e copy fromunfamliar taped dictation.

Step 1 - students will be assigned tape-correlated honmework
assignnments to be conpleted prior to classroom presentation
of tape.

Step 2 - students will transcribe tape using text and dictionary
reference materials where required.

Step 3 - student feedback and reinforcenent will be in the form of
either instructor marked or self-checked conpl eted
transcription.

Step 4 - any student experiencing difficulty (as determ ned by the

instructor) may be assigned extra renedial work in any form
deenmed necessary by instructor. Exanpl e - renedial spelling
program extra machine transcription tapes, speed and
accuracy typing tapes, etc. Renedial assignnments are

consi dered part of the required course material.

This course covers 16 weeks of 50-mnute class sessions held three
times per week
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TAPES TO BE COVERED

©oNO~wN T

Language Skills Tape
Language Skills Tape
Language Skills Tape
Language Skills Tape
Language Skills Tape

OBWNPRE

D xi el and Conveni ence Stores,
Apache Petrol eum Conmpany (APCO
Security Adm nistration

Soci al
Barton and Barton

MICc200

| nc.

Rocky Mountain H gh Country Realty

Pot onac Nati onal Bank

Mul ti-Media Advertising Agency

Wor | d- Wde Heavy Equi pnent Conpany, Inc

One Wrld Airlines

Zenith Life Insurance Conpany
I ncor por at ed

FI ash El ectronics,
Evergreen Products”™ Inc.

M das Savi ngs and Loan Associ ation

Heritage I nns, Inc.

M ssouri Valley Public Service Conpany

Lanbgﬁg@l@ﬁiﬁFgIVITlES

The student will [earn how

to apply punctuation rules,
(period, question mark, and
c ommm)

Language Skills

The student will |earn how
to apply the seni col on,
col on and quot ation marKks.

Language Skills

The student will |earn how
to apply the hyphen,
apostrophe, and parentheses

REQUI RED RESOURCES

TEXT: Transcription Skills for
Busi ness, Section 1

ACTIVITIES: Study pp. 2-19 and
conpl ete the Sel f-Checks.
Conplete in class LS Tape 1.

TEXT: Transcription Skills for

Busi ness, Section 1

ACTIVITIES: Study pp. 19-30
and conplete the Self-Checks
Conplete in class LS Tape 2.

TEXT: Transcription Skills for

Busi ness, Section 1
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Language Skills

The student will |earn how
to apply capitalization to
persons, places, things,
conpass points, identifying
el enents. General rules for
nunbers wi Il be | earned.

5. Language Skills

The student will |earn how
to express nunbers (noney,
per cent ages, deci mal s,

fractions, tinme, identifi-
cation) and abbreviations.

Transcri ption Tape

D xi el and Conveni ence
Stores, Inc., p. 131.

7. Transcription Tape

Apache Petrol eum Conpany
(APCO), p.76

MIrC200

ACTIVITIES: Study pp. 30-40
and conpl ete the Self-Checks
Conplete in class LS Tape 3.

TEXT: Transcription Skills for
Busi ness, Section 1

ACTIVITIES: Study pp. 40-53 and
conpl ete the Self-Checks.
Complete in class LS Tape 4.

TEXT: Transcription Skills for
Busi ness, Section 1

ACTIVITIES: Study pp. 54-69
and conpl ete the Self-Checks.
Conplete in class LS Tape 5.

TEXT: Transcription Skills for
Busi ness, SEction 2

ACTIVITIES: Study pp. 131-134
and conplete Ex. P. 133, 134,
Complete in class Test Tape 1

TEXT: Transcription Skills for
Busi ness, Section 2

ACTIVITIES: Study pp. 76-81 and
conplete the Ex. p. 7 7, 78.
Conplete in class Test Tape 2.
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8. Transcription Tape

Social Security TEXT: Transcription Skills for
Adm ni stration, p. 92 Busi ness, Section 2

ACTIVITIES: Study pp. 9 2-96 and
conpl ete the Ex. p. 94, 95.
Conpl ete in class Test Tape 3.

9. Transcription Tape

Barton & Barton, p. 143 TEXT: Transcription Skills for
Busi ness, Section 2

ACTIVITIES: Study pp. 143-146
and conplete the Ex. p. 145.
Conplete in class Test Tape 4

10 Transcription Tape

Rocky Muntai n Hi gh TEXT: Transcription Skills for
Country Realty, p. 82 Busi ness, Section 2

ACTIVITIES: Study pp. 82-87
and conpl ete the Exercise
p. 84. Conplete in class

Test Tape 5.
11  Transcription Tape
Pot omac Nati onal Bank, TEXT: Transcription Skills for
p. 151. Busi ness, Section 2

ACTIVITIES: Study pp. 151-154
and conplete the Ex. pp. 153,
154. Conplete in class Test

Tape 6.
12. Transcription Tape
Mul ti-Media Advertising TEXT: Transcription Skills for
Agency, p. 123 Busi ness, Section 2

ACTIVITIES: Study pp. 123-126
and conplete the Ex. pp. 124,
125. Conmplete in class Test
Tape 7.
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13. Transcription Tape

Wrl d-w de Heavey Equi pnent TEXT: Transcription Skills for
Company, Inc., p. 97 Busi ness, Section 2

ACTIVITIES: Study pp. 97-101
and conpl ete the Exercise
pp. 99, 100. Conplete in
cl ass Test Tape 8.

14. Transcription Tape

One Wrld Airlines, TEXT: Transcription Skills for
p. 107 Busi ness, Section 2

ACTIVITIES: Study pp. 107-110
and conplete the Ex. pp. 108,
109. Conplete in class Test

Tape 9.
15. Transcription Tape
Zenith Life Insurance TEXT: Transcription Skills for
Company, p. 139 Busi ness, Section 2

ACTIVITIES: Study pp. 139-142
and conplete the Ex, pp. 141,
142. Conplete in class Test

Tape 10.
16. Transcription Tape
FIl ash El ectronics, TEXT: Transcription Skills for
| ncorporated, p. 88 Busi ness, Section 2

ACTIVITIES: Study pp. 88-91 and
conpl ete the Exercise p. 90.
Conplete in class Test Tape 11

17. Transcription Tape

Evergreen Products, Inc TEXT: Transcription Skills for
p. |11l Busi ness, Section 2

ACTIVITIES: Study pp. 111-113
and conplete the Ex. pp. 112
113. Conplete in class Test
Tape 12.
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18. Transcription Tape

M das Savings and Loan
Associ ation, p. 114

19. Transcription Tape

Heritage Inns, Inc
p. 135

20. Transcription Tape

M ssouri Valley Public
Servi ce Conpany, p. 119

MIC200

TEXT: Transcription Skills for
Busi ness, Section 2

ACTIVITIES: Study pp. 114-118
and conplete the Ex. pp. 116,
117. Conplete in class Test
Tape 13.

TEXT: Transcription Skills for

Busi ness, Section 2

ACTIVITIES: Study pp. 135-138
and conplete the Ex. pp. 136,
137. Conplete in class Test
Tape 14.

TEXT: Transcription Skills for

Busi ness, Section 2

ACTIVITIES: Study pp. 119-122
and conplete the Ex. pp. 12 O,
121. Conplete in class Test
Tape 15.
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EVALUATI ON
Final grade will be established on the basis of the average of the

grades attained (partial marking scale below using the best 5 out of
the 5 unannounced instructor-preselected tapes conpleted during the
regul ar cl ass sessions.

Al'l test tapes done in regular class tine will receive obtained grade.
If a. student is not able to transcribe a tape because of illness, or a
| egitimate enmergency, that student nust contact the instructor prior
to the class and provide an explanation which is acceptable to the
instructor (nedical certificates or other appropriate proof may be
required). In cases where the student has contacted the instructor,
and where the reason is not classified as an energency, i.e. slept in,
forgot, etc., the student may nmeke 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 mark of "O0"
on that tape.

Any non-returnable tests which have been returned to the student for
review only, nust be returned at the end of the class or the student

will be penalized 5 marks on the test grade received.
Each student wll be required to keep a file in a designated
cl assroom This will facilitate the return of assignnents, grades,

and any nessages the Ofice Admnistration faculty need to relay to
t he student.

GRADI NG
proofreading and spelling errors = -5
word division = -1/2 to -2
punctuation = -1/2 to -5
all other errors (poor corrections, no enclosure notation,
uncorrected carbon copy errors, etc.) = -2
formatting error (mnor) = -2
formatting error (major) = -5
GRADI NG SYSTEM
90 - 100% = A+
80 - 89%=A
70 - 79% =8B
60 - 59%=C
Bel ow 50% = R (repeat course)
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TEXT/ MATERI ALS;

Transcription Skills for Business, 3rd Edition, (Myer-Myer)

(1) Manilla File Folder - lettersize only

(1) D ctaphone Brand headset

Dictionary - current

The G egg Reference Manual (Sabin, O Neill)

Typi ng paper - NOT corrasable bond

Erasi ng/ Correction materials

NOTE; STUDENTS WLL NOT BE ALLOWED | NTO CLASS W THOUT DI CTlI ONARY OR
TEXT.

SPECI AL NOTES,

Students with special needs (eg. physical limtations, visual inpair-
ments, hearing inpairnments, learning disabilities) are encouraged to
di scuss required accommpdations confidentially with the instructor.

Your instructor reserves the right to nodify the course as she deens
necessary to neet the needs of students.






