COURSE DESCRIPTION

Program Commercial Practice
Course Title Shorthand English Theory Il
Course Code 2144 Semester ]
Type of Course Practicum Contact Hours 60
Teac(ti:“T'-": ::';h)e'“e 1:0:3:0 Credits 2.5
CIE Marks 40 ESE Marks 100

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 enable students to convert text to shorthand

To attain speed in shorthand writing through practicing exercises

2
3
4 [ To read printed or written shorthand with ease and accuracy
5

To improve the English language of the students

6

To develop writing or translating skill using the following: Upward and downward R,L,SH, Compound consonant & vowel indication,
Halving and Doubling principles, Prefixes, suffixes, Contraction and figures

Course Pre-requisite

Topic Course code Course Title Semester
Basics of English Shorthand 1144 Shorthand English Theory | |
Course Outcome
co Course Outcome Blooms Taxonomy Level
CO1 (| Classify upward and downward R, L, SH, compound consonants, vowel indication Apply
CO2 |Apply halving and doubling principles and identify diphones. Apply
CO3 | Use medial semicircle, prefixes and suffixes Apply
CO4 | Use of contractions and figures Apply
CO-PO mapping
COURSE ARTICULATION MATRIX
PROGRAM OUTCOMES
Course Outcomes
PO1 PO2 PO3 PO4 PO5 PO6 PO7 PO8 PO9 PO10 PO11
Cco1l 1 - - - - - - 3 -
Cco2 1 2 - - - - - - 3 -
Co3 1 - - - - - 2 3 -
Co4 - - - 1 - - 2 3 - 1
Total 2 3 - - 1 - - 4 12 - 1
Correlation Level 1 1.5 - - 1 - - 2 3 - 1
Legends: 1 - Low; 2 - Medium; 3 - High; No Correlation - “-”
Teaching and Assessment Scheme
. Examination Scheme
Teaching Scheme/Week | ggif.earning Total Credits Theory Practical
(SS)/Week Hours/Semester C Total
L T P S CIE ESE Total CIE ESE Total
1 0 3 0 3 60 4 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

Module | | Upward and downward R, L, SH ppyvarq and downward R, L, SH, compound consonants, vowel 4 0
indication
Practice grammalogues
Module | | Upward and downward R, L, SH Practice Exercises (69,71,73,75,77,79,81, revisionary exercise B) 0 12
Module II [ Halving and doubling principles Halving and doubling principles and identify diphones. 4 0
) . i Practice grammalogues
Module II [ Halving and doubling principles Practice Exercise (83,85,87,89,91,93,95,97) 0 12
Module Il Meq|al semicircle, prefixes and Medial semicircle, prefixes and suffixes 5 0
suffixes
Module IlI Medial semicircle, prefixes and Practice grammalogues and phrase 0 11
suffixes Practice Exercise (99,101,103,105,107,109,revisionary exercise C)
Module IV | Contractions and figures Contractions and figures 2 0
. ) Practice grammalogues, phrases & contractions

Module IV} Contractions and figures Practice Exercise (111,113,115,117,119 & 120) 0 10

Detailed Syllabus

Mode of Instructional
Subtopic Student Learning Outcome delivery | Mapped CO | Taxonomy Level
Hours
(L/T)
Module |
Upward & downward R Explain initial, medial and final R hooked. L Cco1 Understand 1
Upward & downward R Practice exercises 69&71 P Cco1 Apply 3
Upward & downward L and SH | DeScribe upward L, medial L, upward and L co1 Understand 1
downward SH
Upward & downward L and SH | Practice exercises 73&75 P co1l Apply 3
Compound consonant Explain W, WH ,LR, RR and hooked form of MP L Cco1 Understand 1
Compound consonant Practice exercises 77&79 p Co1 Apply 3
Vowel indication Identify vowel implied L Co1 Remember 1
Practice Exercises Practlce_qrammalogugs, phrases, exercise p co1 Apply 3
81& revisionary exercise B
Module Il
Halving Principles Describe halving principles section 1 & 2 L CO2 Understand 2
Halving Principles Practice Exercises 83,85,87&89 P C02 Apply 5
Doubling Principles Review the rules of Doubling principles L Cco2 Understand 1
Doubling Principles Practice Exercises 91&93 P Cco2 Apply 4
Diphonic or two vowel signs Describe Diphonic to the consonants L CO2 Understand 1
Pr‘actl|ce Halving and doubling Practice grammalogues, exercises 95 &97 P Cco2 Apply 3
principles
Module Il
Medial semi circle CIarlfy the prmur_)les of mggml semi circle and L co3 Understand 1
explain left and right semicircles
Medial semi circle Practice exercise 99 & 101 P Co3 Apply 3
Prefixes Des;rlbe the principles of different prefixes L co3 Understand 2
and its usages
Prefixes Practice exercise 103 &105 P COo3 Apply 3
Suffixes and termination Desgr|be the principles of different suffixes L Co3 Understand 2
and its usages
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Practice exercises and Practice exercises 107 &109 Co3 Apply 3
grammalogues
Practice exercises and Practice Grammalogues, phrases and
> . Cco3 Apply 2
grammalogues compound words & revisionary exercise C)
Module IV
Contraction Identify the rules of contractions. Cco4 Remember 1
Contraction Practice exercises 111,113,115 117 &119 Co4 Apply 2
Figures Identify the Principles of figures and monitory coa Remember 1
symbols.
Figures Practice Exercise 120 Co4 Apply 1
Letters Draw formal and informal letters. Co4 Apply 2
Precis Writing Relate knowledge in precise writing. Co1 Apply 2
Eract|ce contraction and Practice general contractions, grammalogues& coa Apply 2
figures phrase
Suggested Student Activities for Self-Learning
Week Self-Learning description Hours
Module |
Identify upward or downward R,L,SH from set of given words and collect additional examples using reference dictionaries
1 |available in the library 3
Practice exercises related R,L,and SH
? Identify rules applied in writing outlines from a given set of words, collect additional examples using reference dictionaries 3
available in the library
3 | Prepare a table of compound consonants with suitable examples 3
4 Prepare a chart showing the examples of implication of initial or final vowels 3
Practice exercises related to vowel indication
Module Il
5 | Perform activities for identifying and writing halving principles in word outlines 3
6 | Activities for identifying and writing doubling principles in word outlines 3
7 Identify outlines from a set of words using halving and doubling principle 3
Practice exercises in both halving and doubling.
8 Activities for applying diphonics to the consonants 3
Practice exercises in diphonic or two vowel signs
Module Il
9 | Identify the use of left semi circle and right semi circle in a given set of words 3
10 |[Prepare a table or chart of commonly used suffixes 3
11 |Prepare a table or chart of commonly used prefixes 3
Practice grammalogues and phrases
12 . : . ) 3
Practice exercises of suffixes and prefixes
Module IV
13 [ Prepare samples of formal and informal letters 3
14 | Practice precis writing techniques 3
15 | Practice passages including contractions 3
Total Self-Learning hours 45
Learning Resources
TEXT BOOK
Sl Title Author Publication
No.
1 Pitman Shorthand Instructor and Key Issac Pitman Wheeler
REFERENCE
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Sl Title Author Publication
No.
1 Enrich Your Theory Bhagavan Associates
WEB RESOURCES
'\SII. URL Modules Covered
0.
1 https://nssbooks.com/learn shorthand All
2 https:www.englishgrammar.org I\
Major Equipment/Instruments/Components required for a batch of 30 students
SI. No. Particulars Specifications Quantity
1 Pitman Shorthand Instructor and Key
2 Shorthand Notebooks Ruled, shorthand-friendly pages
3 Shorthand Reference Charts Consonants, vowels, symbols, and rules
4 Writing Instruments Pens suitable for shorthand writing
5 Blackboard / Whiteboard For demonstration of strokes and outlines
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
Self . . Series Series .
Mode Attendance learning Continuous Prgcncal test | Practical test Exam Exam Written Lgb .
o . (first half of | (second half of Exam Examination
activities evaluation . . (2 (2 h ) |
- experiments) | experiments) modules) | modules) (theory) (internal)
module
Duration 3 hours 3 hours 2 hours 2 hours [ 2.5 hours 3 hours
Exam mark 15 50 40 40 50 50 60 40
Conerted 5 10 10 10 10 10
Marks 5 5 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 & Punctuality Attendance, timely submission of shorthand notebooks/records, readiness for practice 10
sessions.
2 Shorthand Writing Skill Accurgcy in w_rltlng shqrthand outllngs, correct application of rules (R, L, SH, halving, 10
doubling, prefixes, suffixes, contractions).
3 Speed & Legibility Ability to write at required speed with clarity and readability of shorthand strokes. 5
4 Transcription & Application Ability to tlranscrlbe shorthand into English accurately; application in letters, passages, 10
and exercises.
5 Viva Voce / Concept Understanding | Understanding of shorthand principles, rules, and ability to explain usage during viva. 10
6 Work Discipline & Practice Regglgr p_ract|ce, maintenance of notebook, neatness, consistency, and active 5
participation.
Total 50
Scheme of Evaluation - Practical Test
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Category Things to evaluate Marks
Dictaton & writng (shorthand) | 4oLt 0 ixes, contractions), and accuracy of riting. - oo |10
Speed & Accuracy Maintaining prescribed speed with minimal errors and clear, legible shorthand writing. 10
Tran_scription (Shorthand to Accuracy in converting shorthand passages into correct English, including grammar and 8
English) meaning.
Viva Voce Understanding of shorthand principles, rules, and ability to explain usage. 8
Record / Notebook g;r%pélueltti;).n, neatness, and regular maintenance of shorthand exercises and proper certification 4
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 3 2 7 25
2 hours Any one module 2 1 3 3 2 7 25
Number 4 6 4 50
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\gerilzkesach) No. of Questions 3 mal\allrirskZach) No. of Questions 7 mgﬂri;kZach)
1 2 2 3 6 1set 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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