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I. TITLE/AUTHOR OF CHANGE
Yew course(replacing existing cour?ﬁ&s. Education
COURSE/PROGRAM TITLE BE 260 ALPHABETIC SHORTHAND THEORY/Office Administration

DEPARTMENT ASBED

| CONTACT PERSON Dr. Virginia C. Demand

IT. APPROVALS

| gud ( /..4.5-.-1»1m//G"' /////.Zu / p 24

\ Dep%,:menc Curriculum Committee Deparctmenc Chairperson

‘

K

L L AL ER I P P
| Col‘ege Curriculum Committee ’ College Dean =
‘ Director of Liberal Studies Provost
(where applicable) (where applicablsz)

‘ * COLLEZGE DEAN MUST CONSULT WITH PROVOST BEFORE APPROVING

1 CURRICULUM CHANGES. APPROVAL BY COLLEGE DEAN INDTL&TES THAT
THE PROPOSED CHANGE IS CONSISTENT WITH LONG RANGE PLANWING

‘ DOCUMENTS, THAT ALL REQUESTS FOR RESOURCES, MADE AS PART OF THZ

‘ PROPOSAL, CAN BE MET, AND THAT THE PROPOSAL HAS TXZ SUPPORT OF
THE UNIVERSITY ADMINISTRATION.

A4 - —TIT. _TIMETASLE _ __  ..__.

Date Submitted Semester/Year to be Date to b2 published
to UWUCC Implememted_2d sem. in Catalcg
- “T988-89
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Iv. DESCRIPTION OF CURQICULUM CHANG’

(Attach remaining parts of proposal to this foru).
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BE 260 Alphabetic Shorthancd Theory

Cataloe Description:

BE 260 ALPHABETIC SHORTHAND THEORY Credit--3 hours

Basic principles of alphabetic shorthand wirh emdhasis on mastery of the
shorthand theory, speed builcding, punctuation, grammar, and spelling.
"New matter" dictation will be introduced during the last few weeks of
class. The alphabetic system to be taughz will wvary.

Ccurse Objectives:

1. To provide a knowledge of the theory, brief forms, and frequent phrases of

alphabetic shorthand.

2. To develop fluency in readiag shorthanc plate macterial, homewerk notes, and
classroom dictation.

3. To produce the ability to write legible shorthand Zr live ancé recorded

dictation and transcribe these shorthand notes in long hand or om the
electronic keyboazd.

4, To write shorthand at a mirimum of 50 words a mizucte Sor 3 minuzes witch
95 percent accuracy.

Course Outline:

1. 15% =-- introducing new theorv and reviewing previous theory lessons.
2. 102 — reading shorthandé rlates from previous lessons.

3. 60% — dictation of shor=hand plates in cusTen: and previous lessoms includin
previews of shorchand ouclines.

4. 5% == Dictation of "new matczer.”
5. 10% == Testing

Evzliuation cousists of the fellowinr:

Brief form tests: A = 100%; B = 95%; C

n
o)
o
32

Theory tests: A = 95%; B = 90%; C = §5%
Quizzes: A4 = 19-20; B = 17-18; C = 15-16; D = l13-1i; T = below 3

Shorthand takes: Students should be able to transcoibe a: least three dictazion
tests at final grade level:
A = 3 minutes at 70 words per minute with 2 o
B = 3 minutes at 60 words per minute wich 8 o
C = 3 minutes at 50 words per minute wich 6 o

fewer ervors.
fawer arTors.
{ewer errcrs.
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AZ This ccourse vwill require the deletion ef 3E 383 Sherzhand
and a change 1n name ana content of 3E 252 Sherthand Dictation.
(These are being suomitt2d separateiy.’

AS Thx

ta

ccursa 15 a traditional type course.

A4 This course nhas not Dween oiZered as zpecial top

a3 Mot a Zdusli-ievel ccursd.
A This 13 not Zor variablie creaxt.

AT Sther iastitutions 2:ZZer simailar ccurses

o o -

states. While the Pennsylvania scncols once oZiered Gregg Sncrifianc
aimest exclusively, many high schcols have aaced alphabetic snor:-
hand to their curriculum either replacing Gregg Shorthand or suppi=z-
menting it.

A3 Shorthand is requared for Business Zducaticn Cerziiication in o=

Our Business Educaticn students need this IS @nnance Their cradentiia.

and betzer prepare them to teach in the pusiic schcclzs. Zaploymeat
opportunities for our students will be increasal ty tae adaition cI
Zhis to the curraicuium.

Alphabetic Shorthand is informally recommenced Dy memcers o ne
Pennsylvania Business Eaucaticn Asscciaticn.

Interaiscipiinary implications

sL Cne teacher.
- lo adcditional courses needad.
33 Course will act azfiect other departments.

24 Continuing tducaticn
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-1 3. Fzgulily 1a place--sevaral are Prazarsg I3 12ach Inis cScourss.
Z. ¢ nev sSpace resguirsments. .
S, Igulpment--same as 15 currenily seing usac.
3. <abgratery supplies in glsca.
2. LiZrary materials ia pilsce.
Z. Travel rfunds act aeecec.
C2 Grant Zunding not involved.
c3

W1ll be oIfered cne semester a year--dces not matiar wvnen.
c One seciion will be offered per year.
3 Cculd accommodate up to 30 stucents iimited by rocm size.

£8 He 2arclimeant iimits.

[ 1]

C7 This will Se a curriculum requirement dut 1s taking th2 siaca o
anotaer requirement. This will act iancrease the aumber a3 hAcur
*
-

aust take.
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