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ADVANCED SHORTHAND

SPR203
TEXT: Shorterhand Skills for the Future
REFERENCES Shorterhand Skills for the Future

Memo Magazine

| NDI VI DUALI ZED Corporate Giants Di etate (Tapes)
LEARNI NG Al DS:
Dictation Disc Company Speed Tapes

Busi ness Letter Tape Library

SUPPLI ES

REQUI RED: di cti onary
shorthand notebooks
| arge rubber band
bal | poi nt pen
HB pencil
typing paper
carbon paper
typing eraser

OBJECTI VES: 1. Student will develop ability to trans-
cribe "Mailable" letters and other
busi ness correspondence at increasing
rates of speed.

2. Student will expand vocabulary and
application of correct English.

3. Student will become famliar with
various methods of dictation, in
order to prepare for the business
wor | d. Met hods wused will be: trans-
cription from tapes, instructor-
oriented dictation, office style
dictation (pauses, interruptions, etc.),

taking m nutes of meetings, dictation
from classroom visitors.

4. At conpletion of the first semester,
the student will <correctly transcribe
2 letters at a mnimum of SO words per
m nute in not more than 50 minutes and
must produce "Mailable" copies.
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STUDENT EVALUATI ON

1. Al dictation speed standards are based on new material.
2. No previews are given on tests.

3. Accuracy(95% 1is required on transcribed copy for tests
to count.

4 Errors include deviation from dictated materi al

n sspel l ed words

maj or punctuation

incorrect use of capital letters

Unaccept abl e erasures

5 An automatic "I1" wll be given for all mterial wth
proofreading errors

o, Letters with nmore than two good erasures are not con-
sidered "mail abl e".

7 Students are urged, of course, to strive for perfect
copi es.

8 Students who are having difficulty nmeeting the speed

requi renents are urged to spend nore tine in the
laboratory.

9. O her considerations in evaluation wll Dbe:

- homewor k

- absences

- ability to follow instructions
- effort put forth for inprovenent
- good work habits

MAKE- UP  PROCEDURE

If a student fails to achieve an acceptable grade on either
the daily transcription or any test, a "C' or better, the

student will be required to wite supplenental transcriptions
or tests during the course of the reoular semester at the

di scretion of the instructor. Any student who has not
attained an acceptable nrade by the end of the renular term
will be given an "I" or inconplete arade, and nust return for
the make-up period after the reaular term At this tinme a
concentrated effort will be made to increase the student's

speed to an acceptable |evel.
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Make-m Procedure Continued

An "I" orade upon conpletion of the make-up period will result
1n an or Repeat.
GRADI NG
Final mark in first semester will be determ ned by
Speed L Dh A= 35%- 100%
Producti on 3310 B = 70%- 34%
= 60% - 59%

Tests £ other C
cons i derations 25° |

100%

= under 50%



