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Canadi an Legal Dication Practice - Book |
Shorterhand Skills for the Future

C.L.D.P. - Book II

5 periods per week

Corporate Gants Dictate
Dictation Disc Conpany Speed Tapes
Prepared Legal Tapes

- To further develop the ability to transcribe

MAI LABLE letters and legal documents at increasing
rates of speed

- To further intensify application of correct English
- To develop student's legal vocabulary suitable and '

skilled enough to be conpatable with that of a |awyer

To expand a student's ability to wite specialized
legal dictation and to transcribe shorthand notes
rapidly and accurately into MAILABLE correspondence
and/or legal docunents

Students will be expected to have acquired skills in the
following areas upon conpletion of this course

t horough know edge of basic principles

conplete recall of brief fornms and derivatives, con-
tractions, phrasing and the proper outlines of |egal
wor ds.

sound know edge of legal vocabulary through the
continuous use of letters and legal documents

the ability to wite specialized legal dictation and
transcribe the notes rapidly and accurately into mail-
able correspondence and/or documents

- wite office style dictation at uneven rates, naking

all changes and corrections indicated by the dictator;
the ability to handle interruptions and to detect
errors and om ssions.
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at the conpletion of the first semester the student
wll pass a transcription test consisting of ap-
proximately 250 words of legal matter dictated at a
m ni num of 80 words per mnute

student will pass a transcription test at the com
pletion of the second semester consisting of ap-
proxi mately 500 words dictated at a mninmum of 100
words per mnute

the student will transcribe the above nentioned test
at a typewiter in not nore than 60 mnutes and pro-
duce a MAILABLE copy

the mailable transcript will be 95% accurate

- work will be assigned on a daily basis fromthe text by
the instructor and it will be the student's responsibility
to know thoroughly, in shorthand, all vocabulary pertinent
to such assignnents

legal shorthand will be closely correlated with the subje
material being studied in Legal Ofice Procedures in ord

to give the student a better understanding of corresponder”r
legal documents, etc. and the related shorthand outlines

the student will cone to class prepared to transcribe all
material in correct legal formin accordance with proper
legal typing principles

the student will transcribe material from unpreviewed work
fromtime to time, at the discretion of the instructor

the student will cone to all classes prepared to transcribe



