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ORL300 COMMUNICATIONS PRACTICUM

Machine Transcripticon by Barrington, Liddy, and
Mitchell

Canadian Qecretary‘s Handbook

diskette, bond paper, word processing ruler,
manila file folder, &0-minute cassette tape

OALO10 Introductory Keyboarding or eguivalent
OALD30 Business Communicatisns I or eguivalent

Develops transeription praficiency from magnetic
media recordings. Emphasizes proocfreading,

punctuation, spelling, keyboarding, and listening
skills.

The student will transcribe mailable material fram
machine-recorded dictation.

The final course mark is deternined fram the
following:

Froofreading Assignments 5%
Tape Assignments 15%
Spelling 5%
Word Study/Froofreading Quizzes 20%
Transcription Quizzes 25%
Final Exam: 30%

Transcription 10%

Spelling 5%

Proofreading 15%




