
COURSE TITLE : SHORTHAND ENGLISH
(Condensation & Theory)

COURSE CODE : 3131
COURSE CATEGORY : B
PERIODS/WEEK : 7
PERIODS/SEMESTER : 112 (16X7)
CREDITS : 6

TIME SCHEDULE

MODULE OBJECTIVE PERIODS

I
1. Speed practice and transcription to attain a speed of 90 wpm
2. Special contractions  to develop speed
3. Advanced  Phraseography to develop speed

26

II

1. Speed practice and transcription to attain a speed of 100 wpm
2. Advanced theory chapters – Vowel indication,
3. Halving principle sec 1 &2 and
4. Doubling principle

28

III

1. Practice reporting style
2. Condensing the dictated passage into reporting style
3. Advanced Theory Chapters - Diaphonic or two vowel signs,
4. Medial semicircle

28

IV

1. Dictation at 100 wpm for 6 mts
2. Condensing the dictated passage into one-third
3. Advanced theory Chapters – Prefixes & Suffixes
4.    Contractions and figures

30

TOTAL 112

OBJECTIVES
MODULE I
1.1.0 Develop speed at 90 wpm and understand the importance of transcription

1.1.1 Take down dictation at 90 wpm and transcribe the same

1.2.0 Understand the influence of contractions in speed building

1.2.1 Practice the lists of contractions and exercises up to 144

1.2.2 Take dictation of the exercises  under Special Contractions at 90 to 100wpm

1.3.0. Recognise the influence of Advanced Phrases in speed building

1.3.1 Practice the lists of Advanced Phrases and exercises

1.3.2 Take dictation of the exercises  under Advanced Phrases at 90 to 100wpm

MODULE II
2.1.0 Develop speed at 100 wpm and understand the importance of transcription

2.1.1 Take down dictation at 100wpm and transcribe the same

2.2.0 Recognise the rules that help to indicate vowels

2.2.1 Practice the exercises covering vowel indication



2.3.0 Understand the principles of halving in general and in the case of M, N, L,R

2.3.1 Principles of halving applied to mono syllabic words and words of more than one
syllable

2.3.2 Halving of Strokes of MNLR for T or D and joining of strokes of unequal lengths

2.3.3 Limitations of halving and uses of halving principle in phraseography

2.3.4 Practice the exercises covering halving principle

2.4.0 Understand the doubling principles

2.4.1 Application of doubling principles to straight & curved strokes and limitations of

Doubling principle

2.4.2 Take dictation of the exercises  under the above chapters at 100wpm

MODULE III
3.1.0 Understand the importance of reporting style

3.1.1 Practice the reporting style followed in the dailies

3.2.0 Observe the rules of condensation

3.2.1 Practice to convert the direct speech into indirect as in the reporting style

3.2.2 Take dictation of any  speech and condense the same in reporting style

3.3.0 Recognise the diaphones or two vowels

3.3.1 Practice the exercises coming under diaphones

3.4.0 Understand the use of Medial semicircle

3.4.1 Practise the exercises coming under medial semicircle

3.4.2 Take dictation of all exercises coming under diaphones and Medical Semicircle

MODULE IV
4.1.0 Take down dictation at 100 wpm for 6 mts.

4.1.1 Reproduce the important points in the context

4.2.0. Recognize the importance of condensation

4.2.1 Practice drafting a rough structure of the dictated passage

4.2.2 Practice to prepare the condensation from a dictated speech

4.3.0 Understand the use of Prefixes and suffixes in shorthand

4.3.1 Practice the application of rules in prefixes and suffixes

4.3.2 Practice the passages coming under the prefixes and suffixes and take down dictation

at 100wpm

4.4.0 Recognise the application of General contractions and figures

4.4.1 Application of different methods of forming contractions

4.4.2 Take down dictation of all the exercises under contractions and figures at 100wpm



COURSE CONTENT
The student is to be given all sorts of training in taking down dictation of a speech and reproduce
the essentials of it in a condensed form  using reported style .  The speech containing 600 words and
it should be dictated at a speed of 100 wpm. The condensed passage should be of 200 words.

The student should be well conversant with the advanced theory of pitman shorthand which
influenced the speed of a shorthand writer and capable to translate the shorthand passage into
longhand and vice versa.

SCHEME OF EXAMINATION

SHORTHAND ENGLISH CONDENSATION & THEORY
PART A – CONDENSATION

Max Marks:50 Time for dictation:6 mts

Time for condensation: 1 Hour

Students will have to take down dictation of a speech at a speed of 100 wpm for 6mts (600 words)
and condense it into 1/3rd of its length i.e. around 200 words in reported style

SHORTHAND ENGLISH CONDENSATION & THEORY
PART B – THEORY

Max Marks:50 Time: 1Hr. 30 mts.

This part consists of:

a. Answer any five  questions out of 7 questions asked from the Theory part:

: 20 marks (5x4)

b. Write Grammalogues/Advanced Phraseogram/contractions : 5 marks

c. Differentiate the meaning of the confused pairs of words : 5 marks

d. Transcribe into shorthand from Longhand matter

About 150 words : 10 marks

e. Transcribe into longhand from shorthand : 10 marks

(Any passage from Vowel indication to Prefixes and suffixes)

The candidate will have to get 40% marks for Part A and B put together in order to pass this paper.

Reference:
1. Pitman shorthand instructor and key

2. Shorthand condensation – Kala publications and Sanjay Publications

.....


