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	You must be able to: 

	1. Understand how to use shorthand to create text.

	1.1 Explain the importance of confirming the purpose of the text and intended audience.
	
	
	

	1.2 Describe techniques that may be used when taking shorthand notes.
	
	
	

	1.3 Explain the consequences of incorrect spelling, punctuation, grammar and sentence structure, and inaccurate content.
	
	
	

	1.4 Explain how technology features can help to create, format and check the accuracy of text.
	
	
	

	1.5 Describe ways of checking produced texts for accuracy and correctness.
	
	
	

	1.6 Describe organisational procedures for the storage, security and confidentiality of information.
	
	
	

	2. Be able to use shorthand to prepare text.

	2.1 Agree the purpose, format and deadlines for texts.
	
	
	

	2.2 Take dictation using shorthand at the speed required by the organisation.
	
	
	

	2.3 Input and format text from shorthand notes.
	
	
	

	2.4 Check that text is accurate and the meaning is clear and correct.
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	2.5 Store texts and original notes safely and securely following organisational procedures.
	
	
	

	2.6 Present texts in the required formats and within the agreed timescales.
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