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EXECUTI VE SHORTHAND AND TRANSCRI PTI ON SHD 300

Cour se Nane Code No.

PREREQUI SI TE:

SHD 200 is a prerequisite to SHD 300.
SHD 300 is a prerequisite to SHD 400.

GENERAL OBJECTI VES;

To further develop the ability to transcribe MAILABLE letters at increasing
rates of speed.

To further intensity application of correct ENGLI SH.

To devel op the student's vocabulary suitable and skilled enough to be
conpatable with that of a business office.

To expand the student's ability to wite specialized dictation and to
transcri be shorthand notes rapidly and accurately into MAILABLE correspondent
and/ or docunments.

SPECI FI C OBJECTI VES;

At the conpletion of the third semester, the student will pass a transcriptic
test consisting of approximately 250 words dictated at a m nimum of 80 words
per m nute.

The student will pass a transcription test at the conpletion of the fourth
semester consisting of approximtely 500 words dictated at a mni num of 100
Words per m nute.

The student will transcribe the above-nentioned tests at a typewriter in no
nmore than 60 m nutes and produce a MAILABLE copy.

Wrk will be assigned on a daily basis fromthe text by the instructor and i’
will be the student's responsibility to know thoroughly, in shorthand, all

vocabul ary pertinent to such assignments.

STUDENT EVALUATI ON;

Al'l transcription is based on new material and no previews are given.

Fi nal grades will be based on TEN itenms which the student will be required t<
pass. A pass grade is 98%



STUDENT EVALUATI ON - CONTI NUED

Errors include:

-deviation from dictated materi al
-m sspell ed words

-maj or punctuation errors
-unacceptabl e erasures

AN AUTOVATIC "I" WLL BE GIVEN TO ALL MATERI AL W TH PROOFREADI NG ERRORS.

Students are urged to strive for perfect copies.

Students who are having difficulty meeting the speed requirenments nust spend
nmore time in the |aboratory.

The final grade will be determined by the follow ng speeds:
SEMESTER 111 SEMESTER |V
120 wpm -- A+ 130 wpm -- A+
110 wpm -- A 120 wpm -- A
100 wom -- B 110 wopm -- B
90wm-- C 100 wpm -- C
TEXT:
Semester 11l - Correlated Dictation & Transcription (Forkner & Pitman)

- Pitman Publishers (Supplied to Students)

Senmester |V - Forkner Shorthand Integrated Dictation & Transcription -
Ander son/ Rani er

TI MVE: 3 periods per week.



