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Skill Mai ntenance Short hand

SHD 212
Course Nane Cour se Nunber
PHI LOSOPHY/ GOALS:
To maintain a skill level of shorthand which will be acceptable in offices

where shorthand is not a major requirenent but where it is considered to be
an asset in one's work.

To initiate new outlines while taking dictation. To take shorthand notes
fromoffice style dictation. To transcribe fromnotes rapidly and
accurately, using proper punctuation, spelling and gramar, wth enphasis
bei ng placed on producing nuail abl e copy.

To understand the neaning and inportance of the content of business
letters.

To devel op the proper attitude and good work habits necessary in order to
be successful in business.

A thorough know edge of basic principles
Dictation goal is 70 - 110 wpm

METHOD OF ASSESSMENT (GRADI NG METHOD) ;

At the conpletion of each senester, the student will pass TEN itens of
unreviewed material, with grades being assigned as foll ows:
Senester |1: A 90 wpm Senester 11: A 110 wpm
B 80 wpm B 100 wpm
C 70 wpm C 90 wpm

TEXTBOOK(S): Shorterhand Skills for the Future

OBJECTI VES:

The first period of the week will be used for drilling, with the
instructor dictating at various speeds.

The second period will be for transcription. The instructor will dictate
letters at various speeds and the students will transcribe their notes at

the typewiter.
NOTE: Dictionaries are necessary for all transcription classes.

TIME: 2 periods per week



