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	PREREQUISITES: 
	


	Catalog Description (40 Word Limit): 
	Develops skill using abbreviated writing in order to take

	notes quickly and accurately.  Provides instruction for beginners who transcribe business letters,

	memos, and reports quickly in acceptable formatted copy meeting strict mailability standards.

	


	List the Major Course Segments (Units)
	 Contact Lt Hrs
	Contact Lab Hrs

	Unit 1.  Theory, Lessons 1-5 and Review A
	
6
	

	Unit 2.  Theory, Lessons 6-10 and Review B
	
6
	

	Unit 3.  Theory, Lessons 11-15 and Review C
	
6
	

	Unit 4.  Theory, Lessons 16-20 and Review D
	
6
	

	Unit 5.  Theory, Lessons 21-25 and Review E
	
6
	

	Unit 6.  Theory, Lessons 26-30 and Review F
	
6
	

	Unit 7.  Theory, Lessons 31-35 and Review G
	
6
	

	Unit 8.  Theory, Lessons 36-40 and Review H
	
6
	

	Testing:  Theory
	
6
	

	Testing:  Document Mailability
	
6
	


	EVALUATION:
	  Quizzes
	
	  Exams
	X
	  Oral Pres.
	
	Papers
	

	
	Lab Work
	
	Projects
	
	Comp Final
	
	   Other
	Practice Dictation


	Textbook:
 
	Title
	SuperWrite Notemaking and Study Skills Alphabetic Writing System

	
	Author 
	Lemaster

	
	Publisher
	South-Western Publishing Company

	
	Volume/Edition
	1st Edition

	
	Copyright Date
	1996
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	Major Course Segment

	Hours
	Learning Outcomes

	
	
	The student will be able to:



	Unit 1.  Lessons 1-5 and Review A
	
6
	To write correct shorthand theory using the fine arts documents.  Dictation from instructor and tapes.

	
	
	

	Test 1
	
1
	Word test and handwritten transcription of sentences.

	
	
	

	Unit 2.  Lessons 6-10 and Review B
	
6
	To write correct shorthand theory using social studies documents.  Dictation from instructor and tapes.

	
	
	

	Test II
	
1
	Word test and handwritten transcription of sentences.

	
	
	

	Unit 3.  Lessons 11-15 and Review C
	
6
	To write correct shorthand theory using documents related to literature.  Dictation from instructor and tapes.

	
	
	

	Test III
	
1
	Word test and two-minute dictation from practiced material @ 70, 60, 50, and 40 allowing 5% error tolerance.

	
	
	

	Unit 4.  Lessons 16-20 and Review D
	
6
	To write correct shorthand theory documents relating to science.  Dictation from instructor and tapes.

	
	
	

	Test IV
	
1
	Word test and two-minute dictation from practiced material @ 70, 60, 50, and 40 allowing 5% error tolerance.  Test on mailable letters and memos.*

	
	
	

	Unit 5.  Lessons 21-25 and Review E
	
6
	To write correct shorthand theory using documents related to business and industry.  Dictation from instructor and tapes.

	
	
	

	Test V
	
2
	Word test and three-minute dictation from practiced material @ 80, 70, 60, and 50 allowing 5% error tolerance.  Test on mailable letters and memos.*
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	Major Course Segment


	Hours
	Learning Outcomes

	Unit 6.  Lessons 26-30 and Review F
	
6
	To write correct shorthand theory using documents related to sports, entertainment, and recreation.  Dictation from instructor and tapes.

	
	
	

	Test VI
	
2
	Word test and three-minute dictation from practiced material @ 80, 70, 60, and 50 allowing 5% error tolerance.  Test on mailable letters and memos.*

	
	
	

	Unit 7.  Lessons 31-35 and Review G
	
6
	To write correct shorthand theory using documents related to technology.  Dictation from instructor and tapes.

	
	
	

	Test VII
	
2
	Word test and three-minute dictation from practiced material @ 90, 80, 70, and 60 allowing 5% error tolerance.  Test on mailable letters and memos.*

	
	
	

	Unit 8.  Lessons 36-40 and Review H
	
6
	To write correct shorthand theory using documents related to employment.  Dictation from instructor and tapes.

	
	
	

	Test VIII
	
2
	Word test and three-minute dictation from practiced material @ 90, 80, 70, and 60 allowing 5% error tolerance.  Test on mailable letters and memos.*

	
	
	

	*Students are encouraged to use internet sites, such as Webster.com, to check spelling, definitions, and division of words.

	
	
	


Course Outcomes:  At the successful completion of this course, students will be able to:

· Write words in shorthand from words presented in word lists with a minimum of 80% accuracy.
· Transcribe from shorthand into typewritten form, three documents at 60 words a minute for three minutes with 9 or fewer errors.
· Record and transcribe mailable copy with 100% accuracy.
