COURSE DESCRIPTION

Program Commercial Practice
Course Title Shorthand English Theory |
Course Code 1144 Semester |
Type of Course Practicum Contact Hours 105
Teac(l:i:n%::(:;eme 3:0:4:0 Credits 5
CIE Marks 40 ESE Marks 60

Introduction

Shorthand English is an abbreviated, symbolic writing method that increases the speed of writing compared to standard "longhand". It
enables writers to keep pace with spoken language and is commonly used by journalists, secretaries, and court reporters for note-taking
and documentation.

Course Objectives

1

To provide a thorough knowledge in Shorthand English Theory.

To get fundamental knowledge in the phonographic system

To enable students to convert text to shorthand

To read printed or written shorthand with ease and accuracy

To attain speed in shorthand writing through practicing exercises

2
3
4
5
6

To improve the English language of the students

Course Pre-requisite

Topic

Course code

Course Title

Semester

Basic Knowledge in English grammar and composition

Secondary Education

Course Outcome

co Course Outcome Blooms Taxonomy Level
CO1 | Apply basic knowledge of phonography system Apply
CO2 | Make use of alternatives signs for R&H, diphthongs, phraseography, and circles in shorthand Apply
CO3 | Identify loops and hooks. Apply
CO4 | Apply shun hooks, aspirates Apply

CO-PO mapping

COURSE ARTICULATION MATRIX

PROGRAM OUTCOMES
Course Outcomes
PO1 PO2 PO3 PO4 PO5 PO6 PO7 PO8 PO9 PO10 PO11
co1l 1 - - - - - - 3 - -
Cco2 - 2 - - - - - - 3 - -
Cco3 - 2 - - - - - 1 3 - -
Co4 - - - - - - 1 3 - 1
Total 1 4 - - - - - 2 12 - 1
Correlation Level 1 2 - - - - - 1 3 - 1
Legends: 1 - Low; 2 - Medium; 3 - High; No Correlation - “-”
Teaching and Assessment Scheme
) Examination Scheme
Teaching Scheme/Week | gt jearning Total Credits -
Theory Practical
(SS)/Week Hours/Semester C Total
L T p S CIE ESE Total CIE ESE Total
3 4 0 6.5 105 5 20 60 80 20 40 60 140
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L: Lecture (One unit is of one-hour duration with one credit), T: Tutorial (One unit is of one-hour duration with one credit), P: Practical (One
unit is of one-hour duration with 0.5 credit), S: Project (One unit is of one-hour duration with 0.5 credit) SS: Self-Learning, CIE: Continuous
Internal Evaluation, ESE: End Semester Examination

Syllabus - Major Topics
Instructional
Module Title Major Topics Hours
L P
 Explain phonographic system
Module | Apply basic knowledge of phonography « [dentify consonants, joined strokes, vowel signs and 12 0
system grammalogues
* Recall general knowledge - current affairs - latest who's who
Module | | Practice basic knowledge of phonography | Practice Exercise 1 - 12 0 16
 Explain the alternatives of R and H
. . « |dentify diphthongs and triphones.
Make use of alternatives signs for .R&H’ * Make use of phraseography and the qualities of good
Module Il | diphthongs, phraseography, and circles phraseogram 12 0
In shorthand * Compare circle S and Z, stroke S and Z, large circles
* Writing formal and informal letters
Module Il Practice alternatives signs for R&H, Practice grammalogues 0 16
diphthongs, phraseography, and circles Practice Exercise (13, 15,17, 19, 21, 22, 23,25,28, 30,31 & 34)
 Explain the uses of loops as abbreviated forms initially,
medially and finally
* Apply initial hooks and final hooks
Module Ill | Identify loops and hooks. * Understand alternative forms FR, VR 12 0
* lllustrate circle or loop preceding initial hooks
 Construct N and F/V hooks to straight and curved strokes
* |dentify circles and loops to final hooks
Practice grammalogues and phrases
Module Ill | Practice loops and hooks Practice Exercise (35, 37, revisionary exercise A, 0 16
39,42,43,46,48,50,52,54,56,58)
* Explain principles covering shun hooks
Module IV | Apply shun hooks, aspirates * |dentify different forms of aspirate in shorthand 9 0
* Make use of principles of essay writing
) . Practice grammalogues and phrases
Module IV | Practice shun hook and aspirate Practice Exercise (59,61,63,65 & 67) 0 12

Detailed Syllabus

) : Mer of Instructional
Subtopic Student Learning Outcome delivery [Mapped CO [ Taxonomy Level Hours
(L)
Module |
Phonographic system Outline Phonographic system L co1 Remember 1
Consonants Describe the meaning of consonants L col Understand 1
Consonants Detail the arrangement of groups L co1 Understand 1
Consonants Explain classes and groups of consonants L co1 Understand 1
Consonants Practice exercises 1-4 P co1 Apply 4
Vowels Identify vowel sounds L Cco1 Remember 1
Vowels Describe vowel signs L Cco1 Understand 1
Vowels Outline placing of vowel signs L Cco1 Remember 1
Vowels Et)(rglliz vowels preceding and following L co1 Understand 1
Vowels Practice exercises 5-7 P co1 Apply 3
Vowels Describe intervening vowels L co1 Understand 1
Vowels Outline intervening vowels and position L co1l Remember 1
Vowels Practice exercises 8-12 P co1 Apply 4
Grammalogues Qﬁglcyéugarggwnr:alogues and their L co1l Apply 1
General knowledge Recognise current affairs, latest who's who L co1 Remember 1
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Practice Module 1 Practice words in Module 1 P co1l Apply 5

Module Il
Alternatives of R and H Outline consonant R L Cco2 Remember 1
Alternatives of R and H Describe consonant H L co2 Understand 1
Alternatives of R and H Practice exercises 13&16 P Co2 Apply 2
Diphthong Describe diphthongs, joined diphthongs L co2 Understand 1
Diphthong Describe triphone & abbreviated H L co2 Understand 1
Diphthong Practice exercise 17 & 19 P Co2 Apply 2
Phraseography Apply Phrasing and phrases L C0o2 Apply 1
Phraseography Practice exercise 21 & 22 P Co2 Apply 2
Phraseography Practice phrases P C0o2 Apply 2
Circle S and Z,large circles Outline Circle S and Z L CO2 Remember 1
Circle S and Z,large circles Practice exercise 23& 25 P Co2 Apply 2
Circle S and Z,large circles Compare circle Sand Z L C02 Understand 1
Circle S and Z,large circles Describe stroke S and Z L CO2 Understand 1
Circle S and Z,large circles Practice exercise 28&30 P Co2 Apply 2
Circle S and Z,large circles Outline large circles L C02 Remember 1
Circle S and Z,large circles Practice exercise 31& 34 P Co2 Apply 2
Formal and informal letters Write formal letters L C0o2 Apply 1.5
Formal and informal letters Write informal letters L Co2 Apply 1.5
E?rgtsi;i gr:?jr?/vrg?(;zgiﬁel\ibdule 2 Practice gramm alogues, phrases and words P C0o2 Apply 2

Module Il
Loops Outline loop ST, STR L Co3 Remember 1
Loops Z;aecrtclicsee eAxerC|ses 35, 37 & revisionary p co3 Apply 3
Loops ?EL:SZSinitial hooks to straight strokes and L co3 Remember 1
Loops Practice exercises 39&42 P Cco3 Apply 2
Alternative forms FR, VR Describe additional signs for FR L Cco3 Understand 1
Alternative forms FR, VR Describe additional signs for VR L Co3 Understand 1
Alternative forms FR, VR Practice exercise 43&46 P Co3 Apply 2
Initial hooks Identify L and R hooks L Co3 Remember 1
Initial hooks Describe circle or loop to initial hooks L Cco3 Understand 2
Initial hooks Practice exercise 48 &50 P COo3 Apply 2
N and F/V hooks Identify N and F/V hooks L Cco3 Remember 1
N and F/V hooks Practice Exercises 52&54 P Co3 Apply 2
N and F/V hooks Et?gigsbe N and F/V hooks and curved L Cco3 Understand 2
N and F/V hooks Discuss circles and loops to final hooks L Co3 Understand 2
N and F/V hooks Practice exercises 56&58 P Cco3 Apply 2
Practice words in Module 3 Practice grammalogues , phrases and words Cco3 Apply

Module IV
Shun hooks Identify shun hook L CO4 Remember 1
Shun hooks Practice exercise 59 P co4 Apply 1
Shun hooks Describe principles of shun hooks L Cco4 Understand 2
Shun hooks Practice exercises 61,63&64 P co4 Apply 3
Aspirate Describe aspirate L co4 Understand 1
Aspirate Express forms of aspirate L Cco4 Understand 1
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Aspirate Practice exercises 65 & 67) P co4 Apply 2
Essay writing Describe essay writing requirements L co4 Understand 1
Essay writing Clarify principles of essay writing L CO4 Understand 1
Essay writing Write essays L CO4 Apply 2
gLar;tsig:%rr?(ljﬂvr\?oarggrne:;lodule 4 Practice grammalogues, phrases, and words P Co4 Apply 6
Suggested Student Activities for Self-Learning
Week Self-Learning description Hours
Module |
1 Write a set of words and read the consonants according to the phonography 6.5
2 Identify the vowels and read the words from the given sets of words 6.5
3 Identify vowel places and write the words from the given sets of words 6.5
4 Prepgre 20 MQQS relating to current affairs. 6.5
Practice exercises up to vowels
Module Il
5 Activities for identifying and writing circles in words 6.5
6 Identify diphthongs and triphones from sets of words 6.5
7 Write one sample formal and informal letter 6.5
8 Prepare a comparative chart showing formal Vs informal letter outlines in shorthand. 6.5
Module Il
9 Prepare a list of 15 words using loops other than text book 6.5
10 Prepare a list of 20 words using hooks other than text book 6.5
11 Activities for identifying circles with hooks in different motions 6.5
12 Write_and compare different hooks. 6.5
Practice exercises in hooks
Module IV
13 Activities for identifying kinds of aspirates 6.5
14 Write essays on different relevant topics 6.5
15 Practicg passages including grammalogues. 6.5
Transcribe passages to longhand from newspapers
Total Self-Learning hours 97.5
Learning Resources
TEXT BOOK
I\?g. Title Author Publication
1 Pitman Shorthand Instructor and Key Issac Pitman Wheeler
REFERENCE
l\?(l)‘. Title Author Publication
1 Enrich Your Theory Bhagavan Associates
WEB RESOURCES
'\Skl).. URL Modules Covered
1 https://nssbooks.com/learn shorthand All
2 https:www.englishgrammar.org &IV

Major Equipment/Instruments/Components required for a batch of 30 students
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SI. No. Particulars Specifications Quantity
1 Pitman Shorthand Instructor and Key 30
2 Blackboard / Whiteboard/Projector 1
Major Software required for a batch of 30 students
SI. No. Particulars Specifications Quantity
NIL
Assessment Methodology - Practicum
CAl CE CA2 CA3 CA4 CA5 ESE
Average of
Mode Attendance IeaSrenIifng Continuous Prgctical test | Practical test ?Eigﬁf SEigi? Written Lgb _
activities | evaluation (ﬁrst.half of (secon'd half of 2 2 Exam Ex.amlnatlon
from each experiments) | experiments) modules) | modules) (theory) (internal)
module
Duration 3 hours 3 hours 2 hours 2 hours |2.5hours| 2.5 hours
Exam mark 15 50 40 40 50 50 60 40
Converted 5 10 10 10 10 10
Marks 5 5 10 10 10 60 40
Total 40 100
Tentative End of By 4th By 7th week | By 11th week [ By 14th week | 8th week | 15th week End of semester
schedule semester week
Scheme of Evaluation - Practical (Continuous Internal Evaluation)
SI. No. Criteria Description Marks
1 Preparation & Practice Regular practice, completion of exercises, record maintenance 10
2 Observation & Data Recording Correct outlines, proper use of rules 5
3 Analysis & Result Interpretation Accuracy in converting shorthand to longhand 10
4 Viva Voce / Concept Understanding Grammalogues, phraseography, loops, hooks 10
5 Workmanship, Discipline & Teamwork | Understanding of theory and rules 5
6 Discipline & Consistency Attendance, punctuality, engagement 10
Total 50
Scheme of Evaluation - Practical Test
Category Things to evaluate Marks
Write—_up / Procedure (before Aim of the exercise (dictation/trans_cription), knowledge of shorthand rules (phonography, 10
experiment) grammalogues, hooks, loops), readiness for the test
Shorthgnd Writing (Dictation Speed in writing (WPM) ability to follow dictation accurately, proper formation of outlines, 5
Execution) neatness and legibility
Transcription / Output ggg:arggy in converting shorthand to longhand, correct spelling, punctuation, completeness of 8
Application of Techniques Use of grammalogues, phraseography, loops, hooks, shun forms, aspirates appropriately 8
Viva Voce Understanding of shorthand principles, ability to explain outlines, theoretical knowledge 4
Record Completion and neatness of shorthand notebook, regular practice exercises, proper certification 5
Total 40
Series Examination Pattern- Theory
Time Module Part A Marks Part B Marks .Part C. Marks Total
(With choice)
Any one module 2 1 3 2 7 25
2 hours Any one module 2 1 3 2 7 25
Number 4 6 4 50
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End Semester Examination Pattern of Question Paper - Theory

TYPE OF QUESTIONS
Part A Part B Part C
Duration | Module | (2 Questions from each module) | 2 out of 3 questions from each module) (1 set questions with choice from each module) Total Marks
No. of Questions a ml\g‘;:kjach) No. of Questions 3 mgﬂrirskzach) No. of Questions 7 mg’lrirskzach)
1 2 2 3 6 1 set 7 15
2 2 2 3 6 1 set 7 15
2.5 hours 3 2 2 3 6 1 set 7 15
4 2 2 3 6 1 set 7 15
8 8 12 24 4 sets 28 60
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