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	PREREQUISITES: 
	    BUS 113 Keyboarding


	Catalog Description (40 Word Limit): 
	Designed to develop skills in transcribing recorded legal

	dictation in an efficient manner using proper formats, spelling, grammar, and legal terminology.

	


	List the Major Course Segments (Units)
	 Contact Lt Hrs
	Contact Lab Hrs

	Transcription from Audio Files Covering the Following Topics:
	

	

	
Working in the Legal Office
	
1
	

	
Litigation
	
3
	

	
Probate Practice
	
3
	

	
Family Law
	
3
	

	
Legal Instruments
	
3
	

	
Bankruptcy
	
2
	

	
	
	

	

	
	

	
	
	


	EVALUATION:
	  Quizzes
	
	  Exams
	X
	  Oral Pres.
	
	Papers
	

	
	Lab Work
	
	Projects
	X
	Comp Final
	
	   Other
	


	Textbook:
 
	Title
	    Legal Transcription

	
	Author 
	    Lyle & Doty

	
	Publisher
	    Paradigm

	
	Volume/Edition
	    2e

	
	Copyright Date
	    2010
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	Major Course Segment

	Hours
	Learning Outcomes

	
	
	The student will be able to:



	Transcription from Audio File
	
15
	Be able to transcribe and format legal documents directly from audio file to mailable form using transcription software, foot pedal, and a word processing software package on a computer.
Learn specialized rules of punctuation, Latin terms, and standards for preparing legal documents.

Define given legal terminology.

Proofread accurately.

Apply rules of spelling, grammar, and punctuation.

Use reference materials effectively, including internet, when additional information is needed or questions arise regarding spelling, terminology, and proper word usage.


Course Outcomes:  At the successful completion of this course, students will be able to:
· Complete timed transcriptions of legal correspondence.
· Apply proper document formatting procedures to legal correspondence.
· Proofread and correct errors in the transcribed documents.
