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This course is intended to the capstone of executive
machi ne transcription. Specialized tapes have been produce
by Sault Col | ege:

* to help develop listening skills through the
introduction of realistic business dictation
characteristics such as:

accent s
| ess than quality audio

* to enhance editing and proofreading skills through
exposure to:

I naccur at e/ nonspeci fic/inconplete formatting
I nstructions

grammati cal / punctuati on/word division/style
errors

inconplete information requiring reference search
(postal codes, forns of salutation, etc.*)

Al'l transcription is to be conpleted, using a word processor,
ready for author's signature or processing.

Speed - mnimum 700 vph (words per hour) - per Mnistry

Qui delines in Provincial Conpetency CQuideline® Executive
Secretary. 1982, Equates to apprOX|nateIK 700 words/ 70 |ines per
hour not including printing, etc. Speed has been adjusted to 650
words per hour to accommodate printing, collating, etc.

* O0ficial Reference - The Greao Reference Manual

I'1.  STUDENT PBRFCRVANCS CGBJECTI VES

Upon successful conpletion of this course, the student wl |
be abl e to:

1. Produce nailable copy on a word processor from
realistic business quality tapes at a m ni nrum adj ust ed
rate of 650 words/ 60 |ines per hour.

2. Adapt to various nethods of dictation fornats.
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1. STUDENT PERFCRVANCE CBJECTIVES  conti nued

3.

Adapt to a variety of speech accents international.
regi onal, colloqui al -

Adapt to generational differences in business jargon

Edit initial rough word processing screen draft
covering such areas as:

proof readi ng (spelling, conprehension of intent)
f or mat

gramar - usage, style, punctuation, word division

Recogni ze, locate and insert m ssing, inconplete and/or
I naccurate infornation.

Prepare final copy and appropriate distribution copies
and/ or attachnents conplete wth envel ope
(internal/external), reprographics requests, etc.

Denonstrate deci sion-making skills which reflect
student's ability to use nost econom cal mnethod of
processi ng correspondence considering turn-around timne
as it relates to urgency of item

Maintain electronic file copy of transcription conplete
with directory, disk identification |abel, and paper
printout of directory |abelling.

I11. TCPICS TO BE COVERED

PERSON ACCENT/ LOCALE AREA OF COLLECGE
Powel | Engl i sh Registrar's Ofice
Hem ngway Engl i sh I\E/g?: \r)gellrjioc\gr&
LaCGuar di a Local Resi dences

MQiire Local Ext ensi on &

Comuni ty Services

Roos Local Conti nui ng Educati on
and Student Affairs
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V. LEARNI NG ACTIM TI ES

Transcription of the follow ng tapes on a work processor
Instructor will assist where appropriate.

Feb. 9 - Review (bjectives
- Revi ew Ref erence Manual
- Speaker (if available) -

Ms. Debbie Dulisse

D rector, Health Records

The Plumrer Menorial Hospital

969 Queen St. E.

Sault Ste. Marie, ON

P6A 204
and/ or Proofreading Dsk Project, if available

Feb. 16 Hem ngway, Tape No. 2

(This tape will be marked and will count in the
md termbut will not be counted in the final. It

is marked to provide feedback to the students to
ensure they are famliar with the nmarking system)

Feb. 23 Hem ngway, Tape No. 1

Mar. 2 Hem ngway, Tape No. 2 continued - printed and
subm tt ed.

Mar. 9 WI NTER BREAK

Mar. 16 Powel |, Tape No. 1 - printed and submtted
Mar. 23 Powel I, Tape No. 2 - printed and submtted
Mar. 30 LaCuardia

M D TERM
GRADI NG - Hem ngway 1, Powell 1 & 2
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Apr. 6 LaQuardia - printed and submtted
Apr. 13 GOOD FRIDAY

Apr. 20  McQuire

Apr. 27 MQire - printed and submtted
May 4 Roos

May 11 Roos - printed and submtted

May 18 Make-up of any m ssed tape due to absence or
equi pnent br eakdown.

May 25 Make-up (as above).

EVALUATI ON METHCDS
GRADE/ NUMERI CAL  EQUI VALENCI ES:

A+  90%- 100%- OONSI STENTLY CUTSTANDI NG

80%- 89%- CUTSTANDI NG ACH EVEMENT

70%- 79%- OONSI STENTLY ABOVE AVERAGE ACH EVEMENT
60%- 69%- QgATI“FAQrORY OR »CCBPTA9I, g ACH EVEMENT
BELON 60% REPEAT - OBJECTI VES OP THE COJURSE FAVE NOT
BEEN ACH EVED AND THE COURSE MUST BE REPEATED.

M D- TERM REPORTI NG

S - Satisfactory Progress
U - Unsatisfactory Progress

R - Repeat (objectives have not been net)

NR - Gade not reported to Registrar's Ofice. This grade
issued to facilitate transcript product when faculty,
because of extenuating circunstances, find it
| npossi ble to report grades by due dates.

A0OT>

GRADI NG GUI DELI NES:

A section of five tapes will be assigned a mark. Theses sections
will be selected randomy fromthe tapes transcribed throughout
the semester. Al work nmust be done In class tinme under
instructor supervision. The final termmark will be based on the
best (3) sections of nmarked tapes.

If a student is not able to transcribe a tape because of illness,
or a legitimate energency, the student nust contact the o
i nsl: xuctor pxi ox iro~the' class and" provide - anexplanatiotr whichis
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acceptable to the instructor (nedical certificates or other
appropriate proof may be required). In cases where the reason is
not classified as a energency by the instructor, i.e. slept in,
forgot, etc., the student nmay nmake up one tape section on the

| ast veek of the course (subject to the instructor's discretion)

inclass time. |In cases where the student has not contacted the
instructor, the student vill receive a mark of "0" on the m ssed
t ape.
GRADI NG

M NUS

- proofreading and spelling errors 5

- word division 1/2 - 2
- punctuation - m nor

- punctuation - major

(Proper noun or sentence endi ng)
a

| others (poor corrections,
no encl osure, uncorrected ccs)

- formatting error (mnor)
- formatting error (najor)
In addition - Al correspondence nust be conpleted ready for
presentation: envelopes including sender™ name over return

address, reprographic sheets, presentation file folder, etc.
Deductions tor non-adherence to the foregoing:

appdhND N

1/2 point - 5 point item
1 point - 10 point item
1-«1/2 points - 15 point item
2 points - 20 point item
2--1/2 points - 25 point item
3 points - 30 point item
3-1/2 points - 35 point item
4 points - 40 point item

See Page 6 for

ndi vi dual item wei ghting breakdown,



TAPE TAPB AUTHOR
NO X. D.

Hem ngway

(Intro only - wll

Hem ngway

Hem ngway

Powel |

Powel |

LaGuardi a

LaGuar di a

McGui re

TYPE

Ltr,
Ltr.
Ltr.
Ltr.

not count

Meno
Mermo
Meno
Meno

Ltr.
Ltr.
Ltr.
Ltr.
Ltr.
Ltr.

Ltr.
Ltr.
Ltr.
Ltr.
Meno

Ltr.

Ltr.
Ltr.

Meno
Ltr.
Ltr.
Ltr.

Menmo
Ltr.
Ltr.

| TEM

ArWNE

towar ds mar k)

1
2
3
4 (200 wds)

(100 wds)

ooh

O WNE

abLwWNEF

oo ~NO O1

1
2
3 (100 wds)

| TEM
VALCE

20
15

20

35

15
10

Pg.

6



EXECUTI VE MACHI NE TIt ANSCR PTI ON NTE 300 AND MTE 400

TAPE TAPE AUTHOR TYPE | TEM | TEM
NO> . D NOx VALOE
9 1 McGuire Ltr. 3 (100 wds) 10
Ltr. 4 20
Meno 5 20
Meno 6 15
65
10 McGQuire Meno 30
11 Roos Ltr. 20
Meno 25

Menmmo 15

Ltr. 15
75"

12 Roos Mermo 5 10
Ltr. 6 10

Meno 7 15

Meno 8 20

Meno 9 10
65"

* will only be used if sone problemoccurs with equipnment, etc
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VI . REQUI RED STUDENT RESCURCES

Letterhead and envelope - Sault College - purchase Canpus Shop

Repr ographi ¢ Fornms - provided by coll ege

I nternal Envel opes - provided by coll ege

Paper cl i ps

(3) letter-size.file folders

Typi ng Paper - no corrasabl e bond

(3) 1BMPC Doubl e-Density D sks:
- one usually in transit during instructor narking period
- one in use in classroom
- one spare in case classroomdisk is or becones defective
Note - these are to be "dedicated" disks - NOTH NG ELSE | S
TO BE ON THESE DI SKS AS | NSTRUCTCR WLL BE USING A DCS
COMVAND VWH CH WLL DELETE THE TOTAL CONTENTS OP THE D SK
ONCE A TAPE HAS BEEN NARKED

D ct aphone Brand Headset

The G egg Reference Manual ® 3rd Canadian Ed., Sabin & O Neil

Ref erence Manual - MICAg0 - provided by coll ege

D ctionary - unabridged version best.

Vord Division Book or set of rules (recomrended but not required)

* STUDENTS WLL NOT BE ALLONED | NTO CLASS W THOUT A Di CTI ONARY*

* STUDENTS WLL NOT BE ALLONED TO BCRROW NATERI ALS AFTER CLASS

HAS STARTED

VII. ADD Tl ONAL RESOURCE NMATER ALS AVAI LABLE I N THE COLLEGE
LI BRARY BOOK SECTION - none.

VI11. SPEQ AL NOTES - None other than noted under applicable
headi ngs.







