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	Prerequisites:
	BUS113 Keyboarding or equivalent

	Catalog Description:
(40 Word Limit)
	Designed to develop skill in transcribing recorded dictation for a variety of business sectors in an efficient manner using proper formats, spelling, and grammar.

	List the Major Course Segments (Units)
	Contact Lecture Hours
	Contact Lab Hours

	Transcription from audio files covering the following topics:
	
	

	Litigation
	7
	

	Probate Practice
	7
	

	Family Law
	7
	

	Cardiology/Cardiovascular Surgery
	5
	

	Hematology/Oncology
	5
	

	Obstetrics/Gynecology (OB/GYN)
	5
	

	Orthopedics/Orthopedic Surgery
	5
	

	Pediatrics/Neonatology
	4
	


	EVALUATION

	QUIZZES:
	
	EXAMS:
	X
	ORAL PRES:
	
	PAPERS:
	

	LAB WORK:
	
	PROJECTS:
	X
	COMP FINAL:
	
	OTHER:
	


	TEXTBOOK

	TITLE:
	Legal Editing & Proofreading

	AUTHOR:
	Ernest & Kolbinger

	PUBLISHER:
	Cengage

	VOLUME/EDITION:
	

	COPYRIGHT DATE:
	2012

	TITLE:
	Legal Transcription

	AUTHOR:
	Lyle & Doty

	PUBLISHER:
	Paradigm

	VOLUME/EDITION:
	3rd edition

	COPYRIGHT DATE:
	2012

	TITLE:
	Forest General Medical Center, Advanced Medical Transcription

	AUTHOR:
	Donna L. Conerly-Stewart and Patricia A. Ireland

	PUBLISHER:
	4th edition

	VOLUME/EDITION:
	2015

	COPYRIGHT DATE:
	


	MAJOR COURSE SEGMENT
	HOURS
	LEARNING OUTCOMES

	
	
	The student will be able to:

	Litigation
	7
	Transcribe, format, and proofread documents pertaining to litigation from audio files using transcription software, foot pedal, and word processing software.
2.
Strengthen grammar and punctuation skills.

3.
Become familiar with vocabulary used in this field.



	Probate Practice
	7
	1.
Transcribe, format, and proofread documents pertaining to probate practice from audio files using transcription software, foot pedal, and word processing software.
2.
Strengthen grammar and punctuation skills.

3.
Become familiar with vocabulary used in this field.



	Family Law
	7
	1.
Transcribe, format, and proofread documents pertaining to family law from audio files using transcription software, foot pedal, and word processing software.
2.
Strengthen grammar and punctuation skills.

3.
Become familiar with vocabulary used in this field.



	Cardiology/Cardiovascular Surgery
	5
	1.
Transcribe, format, and proofread documents pertaining to cardiology/cardiovascular surgery from audio files using transcription software, foot pedal, and word processing software.
2.
Strengthen grammar and punctuation skills.

3.
Become familiar with vocabulary used in this field.



	Hematology/Oncology
	5
	1.
Transcribe, format, and proofread documents pertaining to hematology/oncology from audio files using transcription software, foot pedal, and word processing software.
2.
Strengthen grammar and punctuation skills.

3.
Become familiar with vocabulary used in this field.




	Obstetrics/Gynecology (OB/GYN)
	5
	1.
Transcribe, format, and proofread documents pertaining to obstetrics/gynecology (OB/GYN) from audio files using transcription software, foot pedal, and word processing software.
2.
Strengthen grammar and punctuation skills.

3.
Become familiar with vocabulary used in this field.



	Orthopedics/Orthopedic Surgery
	5
	1.
Transcribe, format, and proofread documents pertaining to orthopedics/orthopedic surgery from audio files using transcription software, foot pedal, and word processing software.
2.
Strengthen grammar and punctuation skills.

3.
Become familiar with vocabulary used in this field.



	Pediatrics/Neonatology
	4
	1.
Transcribe, format, and proofread documents pertaining to pediatrics/neonatology from audio files using transcription software, foot pedal, and word processing software.
2.
Strengthen grammar and punctuation skills.

3.
Become familiar with vocabulary used in this field.


	Course Outcomes
	At the successful completion of this course, students will be able to:

	
	· Type dictation in correct format using transcription software, foot pedal, and word processing software.

	
	· Proofread and correct errors in transcribed documents.

	
	· Become familiar with vocabulary used in the represented business fields. 

	
	


