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ABSTRACT . ‘ .
' Bditorial, like:-clerical, proofreading cannot be left
to chance° the know-how, what and why must be reviewed, recdllc#v
. reinforced, . and refined daily. There are four ‘avenues of daily o
activities available to the teacher to establigh these skills: (1)
homework reading assignment, (2) dictation~for-control material, (3)
‘dictation for in-depth-proofing, and (4) daily dictation of copy -
containing error. It must become second natﬁte to the student to
“havk-eye" every dictation for editorial erfors.' The basic foundation
for this skill must begin in teaching clerical proofreading in the
beginning typevwriting and shorthand classes and systematic fpllovnp :
by the tragscription teacher with a carefully planned and ~/"
o persistent Y;applied simulated program. (HW) S : >/
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A TERMINAL PERFORMANCE GOAL: "Given two takes of.
office-style dictation of 125-150 words each, the stu-

dent wil;.bé'abie to detect and to correct four of five

éditprial content ofrorn“--dortlihly a nocolinry an
: . o :

worthwhile terminal -per formance gonlfin a égnpoto

cy-
baged‘transcription class.
- But to attain such a goal ‘the teachor must (1) in- ,‘~ ;.

doctrlnate 4in. the student the attituda tha any dicta-

until proven innbcent thereof, arnd (2)_d1rect special’

teaching efforts and maferialn_tqylrdfthe know-how,
: o ¢ o . .

-what, énd-—why'of such a Qoﬁl _ // e R T’

But, first. some brief expl ations of terms as

2

used in the context ‘of: thl! pagﬂ/. o . :f

OFFICE- STYLE DICTATION /Offiee—style dictation

/_' ’ .

iS‘generally thought of as_pﬁaﬂ in which the dictator:



- S|
a. \dictat‘l at nq'unovin rito. Sut llowiy enough
P ' ‘fOt‘th. ltonOQt;phor/locrota;y to quouniog
| | llttio_nbood diftigulgy'oxcopt':Ot brief spurts.
b. naiig.chnn9-l..dolotién.. and additionnlllvh;x-

. %
’ dictates.

mw;t_Aincladilmédmﬁ‘ﬁg;A;id instructions not to’bu»

1 4

included in the transcript.
ndygvcri\;hqre is a fourth, oftpﬁlovérlookod,f
chiract;riitic:‘ the editorial content orro£| nade
unknowingly by the dictator as he dictates. |
This rather g-horal do!iﬁition of o!fico-gtflo ,é°
dictation -dqqésti at least two implicatiohs for teach-
ing proofruadind.v \\ ,: o '; - . |
,rirot..it‘iﬁpliél that perhap. the tranncribtloﬁ
teaéhdrvnhould do a little -éul-l;archinq and decision-
/making‘wheﬁher to dictate natorlil £o£ trln-qr1pt19n at
1 a'brescg}beh words—a—mi;ute\:;tc.ot to dictate material
. for fran-cription at a rate tﬁnt'onnblos students iq
. éfbduce mﬁilable/uﬁable tranicriptl the first time.
Reglisﬁically, timed dictation‘?o:‘t;lnlcription:
puts the students in a.qituation.of.beinq“tesfed both

on speed of dictation and quality of transcript, yet




the two are made up of different skills and knowledges.

Pothlpl. instead of following the qonorll prnctlco

of d§ctnt1ng mntorill for trnn.cription at an ltbitllt-“
‘

ily -ltnblilhod cruininq rate of 20 wam bolow the speasd

norm of the class, tho trlnlcrlption teacher miqht dic-

’ tlt. at an unovon :ato,wnorl nolrly reprcl-ntinq of!téo- B

3 style, llowly onouqh !or thc utudontl to oncountor lit-

tle .peod difficulty except fo:?dhprt .purtl.

v )
~y sacondly. pcrhapl tho tranlctiption tolchct lhould
i ,_conlidor do-emphl-izinq the cvnlultion of a ltudcnt'l
s ~ transcript on a grading scale ranging from 0-100% or

gfrqn F to A and puttigq more -phl-ia on -nilublc/unnblc

’tranlcriptl. tho dictltion tor which ia-qivun at a more

’

office-like rlto.

B )

Untimed dictation tor trnnacription dool not nec-~

essarily mean that'officebltyle dictation p!g_lg,lhquld :
. .be addptod--llthough no khown formal r..‘ltCﬁbhll'OVOt
. s \

_been done lhowinq that this might not be a good toch- -

. “niqu.--but it doe- mean that to q-t more nearly lccurnt- o

'trlnacriptl. parhapa dictntion of untimod, Otror-froc

material ahould be stressed much more thln nppoarl to

.

'@ be “the- current status guo




“~

,
:Uht;ﬁod\diqtation for ttqﬁ;ctiption wouia‘pornLt‘
pogh the teacher and the student toitr;lt copy diffi-
culty—-vpcabulnrﬁ; phralaolody. lo;é§nc- q}tuctﬁro. num- )
ber 6xp§0lliohl. and othcr_ptoblcmn-iquch more r;ait;-
tically. . |
Office dictqtorls _wamd;pxﬂ;,)m”»W;me,”lﬂw;
1. dictlto nunbot expressions that are statisti-

LA

‘cnl.in nature more cautiously to ‘ensure ‘cqn-
‘_;t;CYJ. o
2. use more. distinct ﬁnulol for a series of wqfdn..
phrl‘di; or clauses |
3. dictate lentancoi pf ﬁnu;unl ltthd&ﬁro'mb:o
, ) : \
slowly, often including the punctuation so as

to oxp;oll‘clinfly‘tho intended -llllq..’ -

’ Timod, pacod wam dictation for tranléription docl
not provido nuchbleGle fot handlinq such ptoblcnl roal-
iltically. thus creatinq tranlcription hurdles fot the |
ltudent . 5

Buggelting, however ) unglhid dictation for ttlh- '
scription is not inténded tb imply or inférlihat dipt;—
tion for speed should ‘be totally disregardod Gonorallf

speaking, every transc/ription class period should have



- sion be adliniltorad“ the roou

‘should be connidcred only as a

.lnlutation: clo-ing, coniplete, monnianul ucntn

‘locrotnry to confirm and/or to furnish th

. '~ . . . .‘.‘ T : " '
-ncuo d1Ctlt10n for -Poid building, satr inq for th-

| hlghe-t ruto poaniblo for ea ltudcnf !bo. thnrn Ll

/
ts of whichx hauyv-x.f

. no raa-on why timed dictatlon tfltn/-hould not on occs=
)\

or, not n nnjqrg

) R ¥d
factor in a itudont'aninal qrad 1! at all.

{

mrroam conm ERRORS . mvng the time the stu-/

dent is being aducnt-d towlrdl the obj.ctivc of being

‘
/

_ ablc to tran.cribe timed dictation thnt is Ingllih- //

.//

per fect ‘and neﬁningful in cont.nt. thn tnnch-r oond$~ .

-

tions him to preproof and pantptoof to, find .ttor-/an
i/ h

 typing, lpelling. punctuation. technical lrranln t

- and contnnt of copy (nnrqinl: dates; inside uddr .8;

co-).’
and othcr rclnted areas.

However, vo&y few, if any, dictators in he world

of'buninenn diétate perfect or ncar-perfict ’opy

.)
,’while tryinq to develop thought *tend-. a d ctntor will

bften repeat himsclf: will nin-tato datn ( : ask the

bqgoro tran-

lcribing): will express a moaninq_that ig/uﬁéloar; and
- * '. . . v." / .

through lack of clarity convey a thoughﬁ/contrafy_to

3

t

~ ' | [ 113 M




thlttintondbd} or will use incorrect English.
COnlqddintly. for job”ﬁémpctcncy. the student ‘ﬁ:
tho final ltaqci_of.ttnnnoription nmust b&-ah;n ¥n_e0p¢

with material that is not copy-puttcct.'

N\ S' §

The ltudont must be ghlggPlng of dictntod copy! ho

must think ahout th- dictntcd words and thotr o!!.ct on

th- ondor. ror oxnmplc. in the folQowinq noﬁtoncc-.

+

_ the transcriber -u.t».nkofclcag wh@t the dictator in-

tended:

’

N In normal times the company uloi a (hundred odd. gr’
oo hundroc~odd) handicapped men and women. s

'ana lvaillblo for pril.l (tntnty-tivo gg ew-nty

five<) dollar bills and (twenty-one g; twenty on¢4)
dollar bjills. .

-~
K]

?W'"j . ; with evoryone speuking nnd honring lnntonco !tag-
ﬁ_i ' .f ;“ nont- dnily rnthor than co-plotc ncntondii it is nntu-

>

1:»ral to hlat as “cottoct” oral ltltcnentl with, for cx-
nmplc. ;@g_ used for ag or 31_1‘, as in "The campalgné'.
‘was carried out just like it had b..n planned. * 'nuro—~ .
fore, the student mult be trained to linton for and to
correct lnglinh errors made durinq dictation. and, fur-;
ther. to preproof for any orror- that miqht not hnvc

. been heard durinq the dictation.




;l' ' N.ﬁj, . 3 ‘ . \

The student nult also ho tuuqht to ltnton ntton-
tlvoly to tho dictator's pauses and voico infloctionl.
to be potcoptivg toe—and{;conloqpontly. to reproducs
clearly-{th; intent of th; 51gtqt0t. lThin is --bobillly
_trug in such dictation material as the #o1lowing:

~Beforo an-werinq the chairman listed th- pton and
cons.
Before annworinq. tho dhnirnnn lint.d the prol and

cqns.

. - : . _ .
Long before they had decided their course of action.
Long before, they had decided their course of action.

. +  Attempts to atbitrato the dl.putod issues ended
C - happily.

, - Attempts to arbitrate the di-putod 1.luol ondod
“ happily. :

8ince he has mado every offort to incrcalo produc- .

tion.
Since, he has made every effort to 1ncro|-- produc-

tion.

The. ltenographcr must be holped to bocono fully.

’

_ aware of!thc,ggct that the dictator in;lpt,to err in

\ - Bnglish, in factual information, in meaningful expres-
i , | e _ -
sions--that he will‘mako statements that will have to

'Se researched, to be verified, and/or to be dohblo-

4

checked for accuracy.
e PREPROOFING. The ptqprbo!ipg&ptaqo‘procedol the

\aciual typing of the E}anscript.'@hd.it is durind this

. - N
L3 . >
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' detected and corrected to avoid making.erasures or re-

‘e
-

stage that any errors in the dictation notes should be

N\ )

‘typinq of the copy. irn-inq and regypinq Ir. v.ry ex-

1

ponnivox tor oxlnplo. thc cost of producing one letter

'rnnqol £rom lpproxinatoly $2 for qenotnl oftlco dicta-

‘lt.nOQtlphlc fino. nonproductivi labor, fixed ohprq;|; .’

- .
tion to -oto than $3 at a hiqhor oxocutlvo lovol.

These costs 1nc1ude such thlnql as dictator's time,

Ilt.rilll. nuillnq. and tllinq -

.. In the preproofing -thc thq‘ntonoqtnphor r.ldn

[

fb;.lhorthnnd notes nnd follows tholo precedures:

1. Inserts and, citclon all nocol-lxy punctultlon  .

and paragrlph mark-. | '5
2. Writes in corrcctionl !or ottori in ﬁtn-llr
or 1anguugc ntructu;o that might hpvo ‘crept |
a8 into the dictut;on.. ' bﬂ - V.

a. Fragmentary sentences L
"b. Dangling participles
- c. 'Capitaliszation :
d. Agreement of pronoun and antecedent_
~; \ e. Redundancy :
.. £. Parallel sentence structure
g. - Double negatives '
h. 'cOmpar{son pt adjectives and adverbs
i. Agreement of subject and verb
j.  Correct use of who, whom: lie, lay: sit,
sct: the infinitive, .%o be, and other
troublesome usages

C

[



-
o

10.

.‘"'

-

~4

Chock- all -pollinq and corroct‘botd usage

(-qpocially Lndxvidual “demons”) , notually
wtttinq-tho correction above the notes or-tn
adjotning colu-n

Vorifion lccurncy of all tiquron. dnto..np-

pointnont-. ndd:.-ncl. amount, and nu-bor ox- "l”,”;'
pro.niqnu (vordn Ot !1¢uron). through ptoviqp.f

'corr.lpondoncd. !ilol. calendar, lppotﬁhont

bookl, bookkoopinq r-co:d-.'nnd so forth.

" Fits into their propor placon any ln-tﬁllnut.
chnnqo-_in wording or Ln-truction- nade hy the .
. dictator. o ’ '
‘In-ottn_-ulutntiqn (-htch'-hould'notvbc e dlél_

'ﬁitdd) that adroo. yith inside address.

Inserts titles of respect (which should not be

.

‘dictated).

ICh.CRI agreement of .;;llinq ot’n@dro.i.o'.
nanhfin body,ﬁitﬁ inside address and envelope. ’
Inserts clé-inq (which Qﬁould.not ;o‘dicéntdgy |

that lére¢| wlth tone of letter.

Checks, elpeéially.‘tltlt and last sentences
where errors arc most froqueﬁit_lf over looked,

> |

Y B
. P a
* 1;

9‘ R ) —_ . .
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_POSTPROOFING. This is the stage that immediately
follows the typinq of tho caaplilontlty c{oilnq (so
that in case of poor vertical plnccnont. the final . "o

_lines can be lpacod apart or clou together to perfect

the Yetter placement}. ’

RN : X N~
The POSTPROOFING STAGE follows the typing of the

c&py,‘ _before copy is 'f-nov’d from typgvrtﬁ&-—_«-u.u&lly —\ .
/. '

at last line of closing. S 3 “f

, J -
- This stage possibly requires more contentration in

4

A4
-,ukinq final check fof -onninq and nc:ni'c- minu pre-

e —

mbly all errors have been eliminated\in ptoptoo!tnq
[ 3 A .
luqo. ) " .

- 1. Omission of word-." phrases, or qontmoi
. . o ‘
,© T 3. 9Typographical errors . i

3. BSubstitutions (meaningfyl)

“ _ —-4. Transposed words -
5. Arrangement 1 - -
LETTER '~ . (a) placement on letterhead
L ‘ . (b) length of paragraphs
e (c) arrangement of letter
' ' ' parts
.4

ENVELOPE (a) agreement with inside

. ’ ‘ address and oriqlnll
- A . - correspondence

(h) placement




-1 T

(c) arcangements blodh.d'
-{d) spacing: ' single
(o) qttyrsqtat.; utp

'~ 6. Thought conveyance

,i

7. rigures, dates, amounts, etc.
EDITORIAL OR IN-DEPTH PROOFING. ik}?tuany. the
teaching of basic concepts of oditorialnbrgiﬁ-dopth
proofing should be started cirly'in tho typ‘;kiflnq o
cQurse and early in thq\tranncription courp.u§lth
t-ncpcr emphasis on toachi the ltudont hqn t& -datect
and corroct‘clorical orrori. tho-o errors oxpoggod to

Y

be dotoctod and corrected by a clozk—typilt.

gl,;;g_l_.;;ggg These typon of otrotn donl pti-
nnt;}y vith the -ochlnicl of vrittnq a -nnnl.o. luc@

errors contor‘around:

1. Typing

2. Spelling of 1ndividuai'wotd|: plurals; iﬁbrq— !

. ~ viations; homonyms; pseudohomonyms; one- and
N : : T . ' '
two-word expressions; c¢compound words; capital-

. isation.
3. The use offthe hyphen for compound words,
clarity, word division.

4. The use of the apostrophe to express gimple
. - "\

-
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e
>

1plntal?ty or boil.llion.:‘
$i~7ih.4u-. of Quotatioﬁ mafk.. uﬁdorlcoéo..othoé
dilplly dovicnn lnd tcdhniquol.“ )
8, A!ho need . for and thn corroct ‘use of punctut- r
tlon marks. ' _
7. When to. express .numbers as words b; !iqufilr'
8. The diftorinco between a complete sentence l£d
| a phxalo. |
1f a ltudont 1. to qulp th- full ooncopt of Ln-

depth prooftoading. howevor. ho must h. given copy

that also contains editorial content errors Eq be cot-v’/,*‘

./..,
\ '3 !

roctod boforo tranlcription.-- _ ’_“ ‘ 'V': T
AR “&\1 ‘ ) - . _ .
' . Bditorial conteiit -errste’’

| hfo thosa .that dp not clbquy and'corroct;y‘étaniigt
the intent of the m.llé;t.. such errors conéoi‘a:oﬁﬁdi.y
| 1, Agreement 6f lubj.¢t.lnd voib . ”
ﬁ."pronouna : ) _ ,9 

a, Personal

e

b. Agreement with antecedent
3. Modifiers B

a. Misused and misplaced

-

b. Sense adjébtiyes and adverbs

e : : . 5 viem
R . : -

) ) . ‘-l T .
: : : .. . s
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i

c. b@up;n ﬁcq-tivon ‘
4. Fﬁlpnrioonfot ndjodtif.- and{ndv.rbo
) .. ?#ly adjectives
l; /Pnrqllg} structure -
| 4. Prigures, dates, ﬁppointnontl; and niqbcr.ox-
‘ p;;llioni. . S
) mecrm comsomm
rot/hiqh school ltuﬁontl. oducation in editorial
'vproofiﬁg; ;t least oh an acquaintanceship level, can
be done concﬁérently with tho Lntroducfiom‘;f‘o!tico-
O g L. style ﬁictitibn dur ing fho lqt;r part o! trlnlcr1pt1on'
w élaqu. 1ho’a;lott§d_t1no and depth will n-turllly‘vnrj
,,L\_iiiﬁ the lovol-of lthdent nbillticn. lbt_po‘t-oicondnry
-tudontl. hou-vor. a goal o! ptottcioncy in all n-poct-
of proofroadinq should be set for the final ll-nntor of
the shorthand program. .
' A CYCLIC SIMULATED PROGRM
A Iiﬂulatod training program, procoodinq from the
.vory linplo to the more camplex, can fall roughly into
£our cyclen.‘ ’

Cycle 1. This first cyclo has two functionlx

‘(1) to review Bnganh fundamentals andrlontoncc structurc.




&
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and (2) to introduce editorial content errors the stu-

dent should become aware of in preproofing.

During tholtltlt cyc1o,.1nvoiv-mont should include;

Vi,

Discussion with the class on a pirttéullr area |
s .

6! c@itoriulvgontont problems (e.g., subject-

vorb‘agro-m-nt). using a clnln;idqpfod office

reference manual as final authority. o //

Dictition of 10 lontoncin. oftich-.tylo. la-b

containinq crrorl. and some no errors. (blc-/

atltinq is prof.rrod to printcd English exer- |

j
cilon. The hoped-for transfer ol learning f

fton printed lhglinh ox-tcinon to lhorthnnd

' seems not{to boiﬁgo evident. . The ldd.d'dll.n-

-

sion oflbﬁorthnnd outliﬁnn.appnrontly makes a

difference in the nccurncy bctvnon working Af%
vlth ihorthand and workinq with printod Inqlilh )
Directing tho students to proproof their noto-,
making corrections and indicating punctuntiqn.:;

Having individual students rcid the corrected

- sentepces aloud with punctuation. ‘(The teacher

makes note of any pnrticular’typo of construc-

tion in which the class gives indication of

)

-
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weakness for follow-up.) ; :
LR Ropenting Stcpl 2, 3, {99 4 ‘for two or throo

- o dly-. unphnlininq thqno kinds of luhjoct-vqtb

ﬁ

utruction- pre-onttnq difficulty as -howﬁ

3

in top 4. y - o .5

:1 r

A similar. procoduro can bo follow.d tor prolontlnq

other . ponlihlo editorial errors, luch as.. aqrounont o!

pronoun-qntocédent. modifiers, and so forth. rbllovinq
'inténlin-dicthtion in a new area (e.q."*pronoun-anto—

" cedent aqricnoﬁt). the goachoi then dictates nlto;ill
thatﬁincludol procndinq areas COV.;.A.(Iﬂbj.ct?V-IﬁL’

) nqrocmont. for oxlmplo). thus providinq cu-ul;;lv. r--‘
vicv. recall, roinforc-uont. and rofin-noht of ptcvioui

-

toachinqn-loatninqn. - :"  ¢- %q‘ ~;*k’ 5%;
cycle 2. Thi- cyclo involves_the tOlCh.t in dic—
4~t¢tinq a lottor cohtnininq an oditor1n1 -rrot. Upon
| conplotton of tho dic;ltion. the tolchor tolll the ptu--
dents that thoro is one error thnt must be eorroctod
during p;oproofinq. carofully oltcitinq tho correction
from the éllli orally bofdga they begin to transecribe.
This..technique -houid be repeated two of’throo times.

Cycle 3. 1In this cyclo"tho teacher dictates one



errors. Upon cunplotion of diatltion. the toadh-t tclln

i

_possibly on an individuul bn-il.-

o ) gxglg_i ‘This cyclo 1. the p

a‘.

oficiency level iq‘

bﬂ used cxtonnively and intonllvo°. on the post-secon-

dary ldvcl. During Cyclo 4. with §mphasis upon pto-"
_ lipt. from o!!leo-
;. -tylo aictltion) the tonch.r will ;, t to ho sure thlt

I3

-dltogial otrorl;‘-TQIChorl are cnnt--.od.‘houuvik; not B

w® ‘_’ ;:

‘to gverload nny.tnk- with errogs. CDiroctlnq numerous

o errors takes on the aspect of a game. } ¥ . -

’ ' : 9 = _;
errors .rc .a.Y'to dntoct: 1t'..¢ho oci sional, rnthcr(\\~i:) S
~1ndisccrnible. errors thaE cro-p into -ictltion thlt o ' -

' the studnnt has to lonrn to tind nnd cofy

»

;ct.

HAT!RIALB AND METHODOLOG |
roilowiﬁq*Cyclo 1.'£or whlch the tefcher can use
any Epgli-h grammar text for sentences, he uaﬁiril}a

. needed for Cycles 2, 3, and 4 can be davel

L,
/

/




4

-ing situltion. The flrlt sentence shows the l.ntoncc

-rinl proofreading -ituation.‘

- both the singular and plu:alvforMa

17 |

teacher from thgrnbundnnco of diqtition materials al- gﬁg:

ready on the market: manu-criptn. reports, buliotihl.;;gg
‘01‘6

and mcmorandun-. as well as’ lotterl (lkill govolopmonti§:

r

dictation teachers are too"lottct-hlppy“) Ot

P

R
For exsmple, note how the two sentences that folq

-“-
tow have been chanqed to create an editorial proofrold-

as given in the, dictation takor directly bolow (ollip-
tlcnl). the sentence as dictlted ‘to achiovo the .dtto— A
/ v : v

Betwesan you and me, he acted as if he vln plon.od.
Dictates Between...I, he nctcd like.... '+ .

ngjogt—!e;p Agreg!en;. This should be ﬂho area -
of qront concern in 'teaching oditz{?nl prooftondlny.

especially sentences in‘which exprdssions l.pl:ntc'thq
lubjact from the vorh. the lubjoct is an 1ndof1niton

pronoun. or the lpelling of the lubjcct 1- the same for

\

‘1. " The chief Accountant; as well as hii assis-
tants, submits weekly roportl.
Dictato: The...submit....

S “Hnny a man has been rocoqnizod for his out.tand-
“ ' ing work. B
Dictate: Mnnyf hlv.... OR, Many. ..havo their....

~

.

: [rere
- ' . s



3. A series of talks has been held nmonq thu thres
- groups. ‘
Dict.t.. ‘ A ..l'i..- - -Mv.- [ o.' “I [} -h.e"wb.m.ﬂu aé0
Rropouns. Bocluae'atudontl ato froquontly influ-

enced aurally by radio, television, and prominent lp.lk-'u~

19;|i(1nc1uding'thouo who read from prepared ip-céhon).
-_who use incorrect pronoun fotdtonoo-. t.‘ch.tl Inlt

work extra hard tdbbo certain that ali n-pitlnq ‘axscu-

tive -ecrotario- and typi-tl have a thoroQéy knowlodqc -

of and co-potonco in. u.ing pronoun-. oY
usml__mmz

., 1. It is they, not we, vho lhould havo tukon pro-
cautionary steps. , -
Dictatoa It... thal. not u-....

2. We are uncertain whon ho tcnporatily a
. to £ill the vacancy. . S
Dictate: We...who.... R NG

3. Botwoon you and me, .cmoono willinq to uproot | .
himself has to be chosen. - . : -/
-~ Dictate: Bctweon...mylolf...th-n-elvol.... : E

‘Modifiers. To achieve -mooth reading lnd rlpid

fconveyance of one' s mollagc, proclno wordinq and cor-

rect lentence ltructure are necessary. Misused and mis-
placed modifior.. unparallel sentence structure, and
double negatives are examples of typel Rf otrot--thlt

make it difficult to read and grasp a writer's message.

‘ s
< | M
. .
’

s Sl
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Teacking to detect and correct guch errors should be a
Tet to det co / ,

' ! ' [
must on any teacher's -priority/list.

arly ail its entire stock
sale.
arly sold....

1. The company sold n
. during its mid-Jul
- Dictate: The...n

‘2. Time was so pressing that while flying to
Boston he had to write his speech on an envelops.

! "~ Dictate: Time...he had to write his speech
\ , . whilo/flyinq to Boston on an envelope.
| 3. 'Tho climate will probnbly not be so unploa-nnt
e as it is here.
" Dictate: Tht...a. unplolllnt....i
| Aﬂjoc;1Ve9vggafﬁg!g£Q! , IR

* ‘.. > . N N \
" 1. He appoaqu contidont in his rolo a9, -.dtltor.
: Dictate: /He...coﬁtidontly.... )

) 2. It appenfs Mr pond’ potforncd qutto w-ll 1n
® } lilg}arflitultionn.“ LR
' . Dictllt.  § It . qood e '

3. Everyoﬂe remarked at th.gtino'how bitter the
bevotdqo tasted. : o :
Dictate: lvoryono...bittorly.....

i

'-pgublo‘!gg g;x‘g'-

1.3‘8uch action is to bo tahon only vith -y written
pQIIISI#on. :
Dictntc: Such...is not....

‘2. It won't take a anuto of your time to £ill in
, ‘the two blanks. ‘
‘Dictate: It won't take but....

Q . o;'/‘ 3 » | ‘ " ) | . )
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_ 5. One cin. as tho‘-ituption now exists, do nothing
' more.
Dictate:. - One can 'ta..

rison’ diec
] . . .

. . / . - "

1. This department now has larger expenditures
with less income than any other dbplrtuont. -

Dictato: Thln...nny dopartmont.

-7

o

2. Nlnagcment labor, and govornmont coopotatod
with one another.
Dictate: Management...each othert

3. These solutions are more nonrly corroet thnn
those submitted last week.
Dictate: These...more corroct...._

" paral el joturs L Al . T -

1. Miss Dobbs was very officiont in cloricnl :
. routine duties, but oxcnptionally poor in IR
! stenography. N -
: Dictate: Miss...but an oxceptionllly poor
- B ctnnographor. 7 e
‘ c 2.\ We need someone who can type., ﬁho can 1110.
and who can greet callers. :
Dictate: We...and to greet ‘callers.

3. ' Each morning check your calsndar appointments, v
sort the mail, and aorganize your desk for tho
day.
Dictate: Each...lnd‘you should orqunilo;...

Accuracy gj;ismr_og._m_h_mmgm An in-

correct date, amount, or ovorllpplng of lppoint-ontl

can be not only embarrassing and confusing, but also

expensive in time and money. Attention must, therefore,
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k S bo::ocuqu on' these areas at every opportunity.

"1, Mr. rlagg will be attending a Board meeting at
9330, scheduled for 1 hour 15 minutes, so I
set your appointment immodiately after, 10143
to 11:15.
Dictate: Mr. Flagg...11l:45 to 12115.

2. A nonstop flight from New York to San Francisco .
v is approximately 4} hours; therefore, if . e
Mr. Angus leaves New York at midniqht, he 7
should be at the 8an Francisco airport at ap-
jporoximately 1:30 a.m. ’ '
Dictate: A...4:30 p.-m.

3. we shall be very glad to see you on Th“t.dlY'
. a June 30, Qt 9:15 a.m.
’ o . Dictates We...June 31...in the morning.

APPLYING THE 4 Rs PRINCIPLE DAILY. If’tho in- "
depth proofreading skill il to be developod to the
point of being a natural,-automati:ed part ol a stenog-
rapher'l lkill; and knowledgel. teaching for it has to
be conliltently and perliltontly plannod by the toacher;
preferably as a daily routine.
Thore\’re at leqst four avenues of daily activi- _ -
tfé. available to the'teachor for the lyltcnatic rovicﬁ,
recall, roihforcemant, and_rofio-mont of tho:in-oqptﬁ >J)"ﬁ—$\fv
proofreading lkill ’ | ‘

Ave gg 1; ugmework Roadi_g Assignment. When read-

ing homework mnter‘al in class, th- teacher may call e

e
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ntteﬁtion to pittlculnr sentences that 1rigltfnto the

. - need for 1n-dcpth proo!roadinq “rbr.oxl;plo. assume
tholbgncworh reading natortll cQ\tainl tho-o two sen-
tences:

1 1. The costly-looking jewelry was imitation, not
\ . _ rogl. . o .
Teacher: If you had this sentence dictated to
T . * you, what would you chock during pre-
T o ' . proofing? = @

Student: °

, : 2. We honrtily disapprove ot yonr tlkinq on these
. " . extra duties.

Teacher: . In thi}\lontoncé; where would you
focus attention in preproofing?

Student: XQQE‘b¢IOt| a goun ending in jing.

_v' 23 c ltio ~for & i. . Allumo.
materzll dictated for control (follkyinq dictltion for
lpeed development) contains tholo two\lontoncoln

1. This new model probably v111\¥ot be so xpon-
b sive as others now on tho market.

Teacher: 1In this sentence, indicate wvhat you
} would chock while‘proprootinq.

Student: Using gg,,, ag for negative comparilon.

2. Either the credit department or the ‘accounting
—department has made a serious error.

Teacher: What would you check in preproofing

l o



this .ontonés?

X Student: 'ngg ior the ningullr nnbjoct tollow- _
S - ing gr that connicts two -1nqullr
' antecedents. .

\J e 3 n - . In

N
A

this iéenuo. the teacher dictates several sentehces in-
.volvinq\gll typé- of errors to be prepropfed, typed,
*  and corrected. ’ L a 4

1. The reasons are obvious, as I have stated on
numerous occasions.
Dictate: The..., like....

g 2. Rocontly b ¢ rond Ln the paper thlt the Oovornor
° L vetoed the bill. _ .
Dictate: Recontly...rold whoro...n»

3. Pewer people applied thln wo,h.d lnticipltod

: Dictates Less...then.... x

4. Organizational plans will not take so lonq as
. for previous campaigns. l O )
. ) Dictate: Organizntionll...nnnlonq ll.... -

_ .3. Working alone all night, he nucconnfully worked .
e ' out a detailed plan.- :
pictntoa Working..., a detailed plan was suc-
o ' cessfully wotkod out. ‘
" 6. Peérsonnel han outlinod only a few of tho Ln-
' portant duties. *©
Dictato:» Pornonll has only....

7. It had been unanimously decided that tho
nominee is to hp he.
Dictate: .him,

8. We deeply appreciate your offering such liberal




terms. b
Dictates We...you.... ' . v

9, Of the two models now avsilable, Model B is
the better, ‘ . ) '
Dictlton‘ 0f...best. . R

SN
10. After our discussion y.-torday. it ococurred to
me that I miqht be helpful..
‘Dictate: After. occurl....”

~11. We must be extremely careful to exercise dis-

“cretion in handling this matter. o,
Dictate: We.. dtqr‘.-ton .s'e

mm Maturally durinq the flnni ntaqu of the
tranlcription courlo. the student should bc oxpoctod to
wrjte two or three takes to be :;anucribod durthfh
given period of tims. Included in at least one or,two
' -of~tho|o takes shoild be editorial errors that the stu-.
A dent is expected to detect and correct for credit as a
mailablc/u.nblo'tranlifipt. | | ’
A tifth avoﬁue. to bo.uq.d océnlionallj;-QQQn with -

nonlhorthand .tudonti--il to have the students copy from

+ rough drafts that contain editorial errors. - Stenogra-.

ﬁh.il.(and Eldrk-typiltl. possibly wlth a legeer degree

o

-.4n error dlfficultx) should be taught that proproofinq .

; ~ and postproofing réugh ‘drafts should follow the same
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>

‘rout inas as those followed for lhorthlﬁq dictation.

Preparing such materials is not tiﬁo-cbnpuninq or.
l;borioul. The teacher nerol§ has to gd;ét some toxt;
.book mnéorinl ﬁy inserting a fow oditdrlgl;orrot- (pos- .-
sibly a few clorical) in the COpY ., duplichto the ma-~ -
terial, and’ pa.l it dut to bo typod corroctly.

R " © GUMMARY

‘#hile the student -hbuld be . undd aware that in. the
world of work he will not npz,g.cea d\&ly vithadictation

delibanately *loaded" with oditor&al or in-depth errors,

" §
it should be made quite clan thlt'hb_will. novortho-

less, be faced with errors that will occur, moreifre-

quently it'iome times than at othurytiﬁol, depending,

Y e ) ) ‘.. % :
perhaps, upon the prenlu(‘;'on the dictator at the time -

’ f R 3
of dictation. Daily association with the dictator, it.

should also be pointed out, will doubtless reveal cer-
tain patterns of errors of which to be especially aware.

However, because errors outside the dictator's

]

usual patterns will octh on occasion, to hawk-eye

»

every dictation as if editoé#al errors were an every-

take occurrence must become "second nature” to the stu-’

”

dent.

R



~ The basic foundation lot'tﬁin'“-oaond nature® must

have its boqinnlnd‘in the teaching for the dotoctlon )

lnd cotroction of qlortcal ortéro in tho bnginninq

typcnriting and nhorthand clnnlsls the iiruinq up and

thé building upon this foundltion in the detection ‘and :

oorrcctidh‘o! oditprinl errors rést with the t:lnthié- |

tion teacher m must have a carefully ;i.niiid sinulated

program lnd tho dototnination to ldhuri to it conlin-‘ e, 1f:'

tontly and pcrliltontly.. | ) o | o
. lditorinl. like clcrionl. proofrondtnq clnnot bo

left to chnncor th- know-how. ewhlt. and -why nunt bu

reviewed, recalled, roinforcnd. and rofinod dntly. o S

7z~



