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SHORTHAND SHD200

PREREQUI SI TE - SHD100

PHI LOSOPHY/ GOALS;

1. Use good techniques when witing shorthand.
2. Wite shorthand at a m ni num speed of 60 wpm

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

I'1. SPECI FI C OBJECTI VES

The student will use good techniques when witing shorthand.

a) Acquire a thorough reinforcenment of the principles of
For kner Short hand

b) Wite legible and precise shorthand outlines in regard to
formand si ze.

c) GCreate new outlines for comonly used words in specific areas

The student will wite shorthand at a mninmm speed of 60 wpm and
transcribe with 98-100% accuracy.

a) Take verbatim shorthand fromunfamliar dictation.

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

a) Use acquired conmmunication and typing skills.

b) Produce MAILABLE typewitten transcripts fromunfamliar
dictation within a specified tine.
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LEARNI NG ACTI VI Tl ES:

- Forkner Shorthand for

Col | eges

Course CQutline
Revi ew CHAPTERS 1-5

Revi ew CHAPTERS 6-10

THEORY TEST #1
CHAPTERS 1-10

Revi ew CHAPTERS 11-15

Revi ew CHAPTERS 16-20

THEORY TEST #2
CHAPTERS 11-20

Revi ew CHAPTERS 21- 25

Revi ew CHAPTERS 2 6-31

THECRY TEST #3
CHAPTERS 21-31

Revi ew t heory as required

SHD200

Text pp. 1-33

Practice dictation at 60 wpm

Text pp. 34-70

Practice dictation at 60

and 70 wpm
Test dictation at

60 wpm

Practice dictation at 60

and 70 wpm
Test dictation at

Text pp. 71-110

60 wpm

Practice dictation at 60

and 7 0 wpm
Test dictation at

Text pp. 111-147

60 wpm

Practice dictation at 70

and 80 wpm
Test dictation at
7 0 wpm

60 and

Practice dictation at

70 and 80 wpm
Test dictation at
7 0 wpm

Text pp. 148-181

60 and

Practice dictation at 70

and 8 0 wpm
Test dictation at
70 wpm

Text pp. 182-226

60 and

Practice dictation at

70 and 80 wpm

Test dictation at
and 80 wpm

Test dictation at
and 8 0 wpm
Speed readi ng at

60, 70,
60, 70,
160 wpm



SHORTHAND

VEEK

VEEK

VEEK

WEEK

WEEK

WEEK

11

12

13

14

15

16

Revi ew t heory

Revi ew t heory

Revi ew t heory

Revi ew t heory

Revi ew t heory

Revi ew t heory

as

as

as

as

as

as

required

required

required

required

required

required

SHD200

Test dictation at 60, 70,
and 8 0 wpm
Speed reading at 160 wpm

Test dictation at 60, 70,
and 8 0 wpm
Speed reading at 160 wpm

Test dictation at 60, 70,
80, and 90 wpm
Speed reading at 160 wpm

Test dictation at 60, 70,
80, and 90 wpm
Speed reading at 160 wpm

Test dictation at 60, 70,
80, and 90 wpm
Speed reading at 160 wpm

Test dictation at 60, 70,
80, and 90 wpm
Speed reading at 160 wpm



SHORTHAND SHD200

V. METHOD OF EVALUATI ON

Transcription will be submtted approximately twi ce weekly. At the end of
the senester the student nust have submitted (10) unfamliar (sight)
letters of 100 - 120 words in length (at one or a conbination of the speed
levels listed) with 98% accuracy.

Shorthand notes nust be submitted with all test letters. Any notes which
contain nore than one |onghand outline (with exception of numbers, nanes,
and/ or addresses) w |l automatically cancel letter's eligibility.

10 letters at 60 wom or

conbi nati on of 60, 70, & 80 = C=68/85 = 80%

10 letters at 70 wom or

conbi nation of 70 & 80 = B =172.2/8 = 85%
10 letters at 80 wom or

conbi nation of 80 & 90 = A=176.5/85 = 90%
10 letters at 90 wpm = A+ = 80.7/85 = 95%
Percentage of mark - letters = 85%

3 theory tests, and readi ng speed
@ 160 w.p.m = 15%

The highest nmark assigned a delayed test will be a "C' (75% unless
i nstructor approves reason for del ay. Check with instructor as to nethod
of requesting del ayed test.

V.  MNARKI NG SCHEME FOR THEORY TESTS

Vocabul ary, short forms, phrases - one mark for each correct outline

Dictation and transcription - deduct 1 point for each error in
transcription and each |onghand outli ne.



SHORTHAND SHD200

VI.  NMARKING CRI TERIA FOR LETTER TRANSCRI PTI ON - 98% ACCURACY REQUI RED

One point wll be deducted for each unacceptable substitution, spelling
error, or om ssion. One half point wll be deducted for each major
punctuation error or unacceptable erasure. Five points will be deducted

for a proofreading error.

(To calcul ate percentage - each word represents one point. Di vide total

nunber of points renmaining after deduction for errors by total nunber of
di ctated words.)

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

VI1. GRADE BREAKDOMW,
A+ 95 - 100%
A 89 - 94%
B 82 - 88%
C 75 - 81%
R (Repeat) - below 7 5%

A NJE
1. Shorthand notes with longhand in themw | cancel letter's
eligibility.

2. Any non-returnable tests which have been returned to the student
for reviewonly, nust be returned at the end of the class or the

student will be penalized 5 marks on the test grade received.
3. Each student will be required to keep a file in a designated
classroom This will facilitate the return of assignnents,

grades, and any nessages the Ofice Admnistration faculty need to
relay to the student.

COURSE DURATI ON

Four 50-m nute periods per week

MATERI ALS REQUI RED

For kner Shorthand for Col | eges, (Wber, Weber, Forkner)
Short hand not ebooks (2)

CGood quality ball point pens

Typi ng paper - not corrasable

Erasing/correction materials

Standard Dictionary

The G egg Reference Manual (Sabin, O Neill)
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STUDENT LQAN

Short hand tapes - Forkner Shorthand Speed Buil di ng Tapes
DSS Tapes

Corporate Gants Dictate
DDC Tapes

SPECI AL NOTES

Students with special needs (eg. physical limtations, visual inpair
ments, learning disabilities) are encouraged to discuss required
accommodations confidentially with the instructor.

Your instructor reserves the right to nodify the course as she deens
necessary to neet the needs of students.



