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Smith, Griselia, Smith. Communication and English for
Cargers, Prentice-Hall Scarborough, 1995,

Ettinger, Blanche and Peretto, Edda Machine
Transeription: Language Skills for Information Processing.
Paradigm, Eden Prairis, 1992

A Good Dictionary (Random House)

The Greag Beference Manual, MceGraw-Hill Ryerson
Lirmited, 1888,

English 30 or Good English Skills based on DATS SCORE

Reviews the principles of grammar, listening, following
directions, proofreading, and punctuation with practice
provided by ranscribing documents UsINg transcription
machines and on-screen editing.  Grammar, zpelling, and
punctuation are emphasized,

Upen complation of this courss, you will be able w:

1. use comect grammar and punctuation
2, imarove your ability for active listening
3 transcribe, format, and preofread a document 1o
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GRADING:

COURSE
POLICY:

FALL 1596

Tha final grade will be determined on the follawing
Activitias:

Machine Transciption Exarcizes 10%
Editing Exercises 10%
Machine Transcription and Editing
Final 25%
spelling Final 10%
Midterm 1 10%
Midterm 2 10%
Final _25%
100%

All marks will be expressed in percentages and the final
grade will be transfared to the 8-point scale,

Attendance is encouraged; attendance will

be taken at each class. If you must miss class, have
a classmate get handouts and Inform you of
assignments,

ASSIgRMEnts are due on the dates set by the
instructor, Assignments may be handed in early, but

only in exceptional sircumstances may assignments
be handad in late.

if you miss an in-class or homework assigriment,
You receive a zero (D) for that assignment,

Flagiarism will not be tolarated,
All assignments must be typed.

All major assignments must be completad in ordar
1o complete this coursse,




