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	COURSE NUMBER:
	CRT-068
	TITLE:
	Court Reporting Comm II

	SEM CR HRS:
	3
	Lecture:
	3
	Lab:
	
	SOE:
	
	ECH:
	3

	COURSE PCS #
	
	(Assigned by Administration)

	Prerequisite:
	

	Catalog Description:
(40 Word Limit)
	Focuses on applying proofreading and editing skills to transcripts.  Increases accuracy of editing with regard to placement of punctuation marks and spelling.


	List the Major Course Segments (Units)
	Contact Lecture Hours
	Contact Lab Hours

	Punctuation
	12
	

	Numbers
	12
	

	Capitalizations and Abbreviations
	9
	

	Spelling
	12
	


	EVALUATION

	QUIZZES:
	
	EXAMS:
	
	ORAL PRES:
	
	PAPERS:
	

	LAB WORK:
	
	PROJECTS:
	x
	COMP FINAL:
	
	OTHER:
	x


	TEXTBOOK

	TITLE:
	Proofreading and Editing Precision

	AUTHOR:
	Larry G. Pagel

	PUBLISHER:
	Cengage

	VOLUME/EDITION:
	6th Edition

	COPYRIGHT DATE:
	2011

	
	

	TITLE:
	Morson’s English Guide for Court Reporters

	AUTHOR:
	Lillian I. Morson

	PUBLISHER:
	Morson’s English Guide

	VOLUME/EDITION:
	2nd Edition

	COPYRIGHT DATE:
	1997


	MAJOR COURSE SEGMENT
	HOURS
	LEARNING OUTCOMES

	
	
	The student will be able to:

	Punctuation
	12
	1. Understand proper placement of the period, question mark, semi colon, colon, and comma.
2. Understand proper placement of the dash, quotation marks, parentheses, the apostrophe, and the hyphen.

3. Understand use of italics, ellipsis points, and the slash.

	Numbers
	12
	1. Understand when to use numerals, ordinals, or spell out numbers.
2. Understand how to transcribe mixed numbers, dates, addresses, times, and dollar amounts.

	Capitalization and Abbreviations
	9
	1. Understand rules of capitalization as they apply to transcripts and court documents.
2. Understand how to punctuate abbreviations.

	Spelling
	12
	1. Increase vocabulary by weekly testing.
2. Become familiar with spellings of common legal words.

3. Practice proofreading for spelling errors.


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

	
	· Understand proper punctuation and implement punctuation rules in transcripts.

	
	· Understand how to transcribe numbers properly.

	
	· Understand how and when to use capitalization and abbreviations and how to punctuate both properly.

	
	· Increase vocabulary and proofreading skills.


