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GBJECTI VES CF GOURSE

To acquire a thorough understanding of the theory of Pitman Shorterhand. To
achieve a rapid and accurate reading level fromplate shorthand with a
mninumof 120 wp.m To be able to wite |egible shorthand notes from
material within your vocabul ary range at a mnimumof 60 wp.m and to

be able to accurately transcribe fromyour shorterhand notes.

TEXTS - Pitrman Shorter hand
Witing and Transcription Skill Devel opnent
Suppl enentary Text: Devel oping Shorthand Skills

TAPES - Shorterhand Tape Programme One

VWek 1 - Lessons 1, 2, and 3
- Tapes for lessons 1 and 2

VWek 2 - Lessons 4, 5, and 6
- Tapes for lessons 3, 4, and 5

VWek 3 - Lessons 7, 8, and 9
- Tapes for lessons 6, 7, and 8
- Test for lessons 1-5

Wek 4 - Lessons 10, 11, and 12
- Tapes for lessons 9, 10, and 11
- Review | essons 6-10

VWek 5 - Test for |essons 6-10
- Lessons 13, 14, and 15
- Tapes for lessons 12 and 13

Veek 6 - Lessons 16, 17, and 18
- Tapes for lessons 14 and 15

VWek 7 - Lessons 19, 20, and 21
- Tapes for lessons 16-and 17
- Review |l essons 11-15

VWek 8 - Test for |essons 11-15
- Lessons 21, 22, and 23
- Tapes for lessons 18, 19, and 20
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VWek 9 - Lessons 24, 26
- Tapes for lessons 20, 21. and 22
- Review for |essons 16-20
- Test for |essons 16-20

VWek 10 - Lessons 27, and 28
- Tapes for lessons 23. 24, and 25

Wek 11 - Review |l essons 21 and 25
- Tapes for |lessons 26 and 27

- Test for |essons 21-25

VWek 12 - Review for lessons 26, 27, and 28
- Tape for |esson 28
- Test for |essons 26-28

Wek 13 - Lessons 1-5, Witing and Transcription Skill Devel oprent

ek 14 Lessons 6-10



