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Progressive Examination Schedule (Marks)
Assessment

TIONALE: The course participant is expected to acquire the proficiency of 60 wpm at the end of the ten;\.

o T
COURSE CONTENTS Hrs Mks

1. Unit-1
Dictation of simple passages of general interest at the rate of 40-50-60 wpm. From 700
common words reading exercises.

2. Unit -2

1. Dictation from seen and unseen passages at 60 wpm.

2. Daily transcriptions on typewriter of unseen passages.

3. Dictation of 3-4. Mis, Duration of commercial/business letters at 60 wpm.

3. Unit -3
\. Drilling of difficult outlines & phrases from the dictated matter.
3. Dictation from jounals & books specially intended for speed building.

4, UNIT -4
Speed building exercises. )
Exercises in transcribing of longhand matter into correct theoretical shorthand. 2

_ Total e
INSTRUCTION TO THE PAPERS/MODEL QUESTION PAPER: -
The Practical paper must comprise of four passages: -
Passage A: This passage may be 2 general passage of 200 words dictated at 60 wpm. ..25mks,
Passage B. This may bea commetcial/business letter 200 words dictated at 60 wpm.. 25mks.
Passage C. A printed jonghand passage of 150 words .25mks.
passage D- A printed longhand passage of 150 words ...25mks.
Time for transcription of passage A and B on typewriter.. _Yhout 30 mts.
Time for transcription of passage C & D in shorthand ...30 mts.

REFERENCE BOOKS:

1. Pitman Shorthand Instruction and kzy.

2. Modern phrase Book - Pitman Scheol Publication.

3. 700 Comunon words reading and dictation exercises — Pitman New Era.
4, National Shorthand School {(Books) - V isakhapatnam. :
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