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SHORTHAND SHD 200

PREREQUI SI TE - SHD 100

GENERAL OBJECTI VES
1. Use good techniques when witing shorthand.
2. Wite shorthand at a m ni num speed of 70 wpm

3. Transcribe accurately and fluently from his/her own shorthand.

SPECI FI C OBJECTI VES
The student will use good techniques when witing shorthand.
a) Wite legible and precise shorthand outlines in regard
to formand size.
b) Create new outlines for comonly used words in specific
ar eas.
The student will wite shorthand at a m ni num speed of 70 wpm

a) Take verbatim shorthand from famliar and unfamliar
di ctation.

The student will transcribe accurately and fluently from his/her
own shorthand outli nes.

a) Use acquired comunication and typing skills.

b) Produce MAILABLE typewitten transcripts fromunfamliar
dictation wwthin a specified tine.

GRADE BREAKDOWN

A+ 95 - 100%
A 89 - 94%
B 92 - 88%
C 75 - 81%
R (Repeat) - below 75%

VETHOD OF EVALUATI ON

Transcription will be submtted approximtely tw ce weekly. At
the end of the senmester the student nust have submtted (10)
unfam liar (sight) letters of 100 - 120 words in length (at one
or a conbination of the speed levels listed below) with 98%
accuracy.
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Shorthand notes nust be submtted with all test letters. Any
notes which contain nore than one |onghand outline (wth exception
of nunbers, nanes, and/or addresses) w |l automatically cance
letter's eligibility.

10 letters at 70 wom or

conbi nation of 70, 80, & 90 = C (80%
10 letters at 80 wom or

conbi nation of 80 & 90 = B (85%
10 letters at 90 wom or 909

conbi nation of 90 & 100 = A §9gﬁ
10 letters at 100 wpm » At
Percentage of mark - letters = 8 5%

Progress tests, reading speed
and homewor k = 15%

The hi ghest mark assigned a del ayed test will be a "C' (75%
unl ess instructor approves reason for delay. Check with instructor
as to nmethod of requesting del ayed test.

MARKI NG SCHEME FOR THECRY TESTS

Vocabul ary, short forns, phrases - one mark for each correct
outline.
Dctation and transcription - deduct 1 point for each error in
transcription and each | onghand

outl i ne.

MARKI NG CRI TER A FOR HOMBWIRK OR QUT- G- CLASS ASSI GNMVENTS

Unl ess prior authorization has been received frominstructor, all
homewor k or out-of-class assignnents nust be submtted on assigned
date or marks wll be deduct ed.

MARKI NG CR TERI A FCR LETTER TRANSCRI PTI ON - 98% ACOURACY REQU RED

(he point will be deducted for each unacceptable substitution
spelling error, or omssion. One half point will be deducted for
each najor punctuation error or unacceptabl e erasure.

(To calculate Percentage - each word represents one point. D vide
total nunber of points remaining after deduction for errors by
total nunber of dictated mords.?

e.g. 100 word letter = 100 points; 2 error-point deduction woul d
| eave 98 correct words or 98%
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NOTE

1. An automatic "I" wll be given to all material submtted with
a proofreading error.

2. Shorthand notes with [onghand in themw || cancel letter's
eligibility.

COURSE DURATI ON

Four 50-mnute periods per week

VMATER ALS REQU RED

Forkner Dictation and Transcription for Colleges (F emng, Boshart
Md eary)

Conpr ehensi ve Forkner Shorthand D ctionary (Brown)

Short hand not ebooks (2)

Good quality ball point pens

Typi ng paper - not corrasabl e

Erasi ng/ correction material s

Standard Dictionary

NOTE: STUDENTS WLL NOI' BE ALLOMNED | NTO CLASS W THOUT APPRCPR ATE
MATER AL FCR THAT SPEQ FI C CLASS

STUDENT LQOAN

Shorthand Tapes - Forkner Shorthand Speed Buil di ng Tapes
DSS Tapes

Corporate Gants Dictate

DDC Tapes
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UNL T GBIECTI VES
Unit 1

1. Students will acquire a thorough reinforcenent of the principle
of LY, SHUN, past tense, plurals and possessi ves.

2. Students will read and wite abbreviated words and phrases
wi t hout hesitation.

3. The student will learn how to apply capitalization and nunber
representation (dates, ordinals, postal code).

4. The student will take dictation at 70,80, or 90 wom and
transcribe with 98 - 100% accur acy.

Unit 2

1. The student will acquire a thorough reinforcenment of the
prefixes BE, DE, RE, FOR FORE, FER FUR PRE, PRI, PRO
PER, PUR

2. The student will read and wite abbreviated words and phrases
wi t hout hesitation.

3. The student will learn to apply different uses of the coma.

4. The student will take dictation at 70, 80, or 90 wom and
transcribe with 98 - 100% accur acy.

Unit 3

1. The student will acquire a thorough reinforcenent of sound
conbi nations. eg. ADD, INEN-UN, TRANS, DES-DI S, SELF, QUT.

2. The student will read and wite abbreviated words and phrases
wi t hout hesitation.

3. The student will learn the use of contractions, capitalization
of days and nonths, expressing isolated nunbers in a series,
rel ated nunbers and unrel ated nunbers.

4. The student will take dictation at 70, 80, or 90 wom and
transcribe with 98 - 100% accur acy.

Unit 4

1. The student will acquire a thorough reinforcenent of the sound
conbi nations of SYS SESS-SUS, SIS CESS- A S, SCR PT- SCR BE,
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OVER- OTHER, WLATE, OONTR, BILITY, ELECTR NTY, SITY-ATY,
NCE-NSE, ITISI1QATIS

2. The student will read and wite abbreviated words and phrases
W t hout hesitation.

3. The student will learn the use of the comma wi th introductory
words and the capitalization of geographic |ocations.

4. The student will take dictation at 70, 80, or 90 wom and
transcribe with 98 - 100% accur acy.

Unit 5

1. The student will acquire a thorough reinforcenent of the
principles AXBEX-OX, M H CH SH TH W VH

2. The student will read and wite abbreviated words and phrases
w t hout hesitation.

3. The student will learn how to recognize a conpound nodifier
and to apply the hyphen, to use the apostrophe w th possessives,
and to recognize a polite request.

4. The student will take dictation at 70, 80, or 90 wom and
transcribe with 98 - 100% accur acy.

Unit 6

1. The student will acquire a thorough reinforcenent of the
principles RT-RD, ST, CT, SP, O -0Y, ING NG THI NG, NT-ND, NGE.

2. The student will read and wite abbreviated words and phrases
w t hout hesitation.

3. The student will |earn how to recogni ze independent clauses and
how to use the comma. The student will learn howto wite
anmounts of noney.

4. The student will take dictation at 70, 80, or 90 wom and
transcribe with 98 - 100% accur acy.

Unit 7

1. The student will conplete Progress Check 1 and Progress Test 1.

Unit 8

1. The student will read and wite phrases w thout hesitation.
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2. The student will learn how to form the possessive of indefinite
and personal pronouns.

3. The student will take dictation at 80, 90, and 100 wpm and
transcribe with 98 - 100% accuracy.

Unit 9

1. The student will read and wite phrases w thout hesitation.

2. The student will learn how to punctuate sentences containing
conj unctive adver bs.

3. The student will take dictation at 80, 90, and 100 wom and
transcribe with 98 - 100% accur acy.

Unit 10

1. The student will read and wite phrases w thout hesitation.

2. The student will learn how to apply the sem-colon and how to
di vide words properly at the end of a typewitten |line.

3. The student will take dictation at 80, 90, and 100 wom and
transcribe with 98 - 100% accur acy.

Unit 11

1. The student will read and wite phrases w thout hesitation.

2. The student will learn to use the sem col on when joining
two i ndependent clauses. The student will |earn nore about the
hyphen and conpound nodi fi ers.

3. The student will take dictation at 80, 90, and 100 wpm and
transcribe with 98 - 100% accur acy.

Unit 12

1. The student will read and wite phrases w thout hesitation.

2. The student will learn how to apply nunber representation for
addresses, periods of tine and financial terns.

3. The student will take dictation at 80, 90, and 100 wpm and
transcribe with 98 - 100% accuracy.

Unit 13

1. The student will read and wite phrases w thout hesitation.
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2. The student will learn how to apply nunber representation wth
tine.

3. The student wll take dictation at 80, 90, and 100 wom and
transcribe with 98 - 100% accur acy.

Unit 14

1. The student will conplete Progress Check 2 and Progress Test 2,
Unit 15

1. The student will read and wite phrases w thout hesitation.

2. The student will learn how to apply nunber representation wth
policy nunbers, page and chapter nunbers and fractions.

3. The student will take dictation at 90, 100, and 110 wom and
transcribe with 98 - 100% accur acy.

Unit 16
1. The student will read and wite phrases w thout hesitation.
2. The student will learn the rules for typing netric synbols.

3. The student will take dictation at 90, 100, and 110 wom and
transcribe with 98 - 100% accur acy.

Unit 17

1. The student will read and wite phrases w thout hesitation.

2. The student will learn how to apply nunber representation when
begi nning a sentence, omtting figures, show ng the plural and
spel ling out indefinite anounts.

3. The student will take dictation at 90, 100, and 110 wom and
transcribe with 98 - 100% accuracy.

Unit 18
1. The student will read and wite phrases w thout hesitation.
2. The student will learn to distinguish between simlar words.

3. The student will take dictation at 90, 100, 110 wom and
transcribe with 98 - 100% accur acy.



