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Unit 1--The Consonants:--The vowels, Intervening vowels and position,
Gramalogues, Punetuation, Alternative signs for "i" and "h" Dipthoungs,
abbreviated "w" and Phraseography including tick; the. 10
Unit 2--Representing 'S' and "Z" with crce and sroks, large circles Saw and
wacrosis' Iops 'st' and 'Str' Initial books to stranght srocks and curves 'N' and 'f''
hooks a alternative form 'f ' 'vs' etc, with intervening vowls, circle and roops find
books the shu shocks. 10



Unit 3--The a spirate upward and downward ' 'T' and 'sh' Compound
Consonats vowel Indication. 10
Unit 4--The Halving Principal the doubling principal, Dipthenine or two

vowel signs medial semi circle Prefixces, Suffixes and Terminations, negative

words. 10
Unit 5—Note—taking, Transiation etc. shorthand in practice. 10
Note—Trans reption in long hand on the typewriter also.

Unit 6—Contractions, Special contractios, Figures, Proper names etc.

Essentialvowels intersections Advanced phraseography. 10
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Shorthand and Type (English)

Maximum Marks—60
Minimum Marks—20

Unit 1--(a) Importance of typewriting in modern age, typerwriting for
vocational use and college preparatory.

Various kinds of typewriters based on the make the type, the size, the
language etc. manual typewriter, Electric typewriter, Electronic typerwriter, word
processor.

System of typing, Touch system and sight system, their advantages and
disadvantage.

(b) Aranging the materials for typing and of the class procedure.

Correct typing method, various parts of a typewriter and their uses,
mainipulative control, margin stops, paper guide, paper release, line space gauge,
cylinder knobs, shifts key, spacebar etc.

Insertion and removal of paper in and out of the machine.

(c) Covering the keyboard typing of alphabets, words, phrases sentences and
small paragraphs, typing of number and symbol keys.

Typing of symbols not given on the key-board.

(d) Centring horizontal, vertical mathematical and judgement placement.

Proof reading and correction of errors, Proof correction marks of different
types of erasing materials, erasures (rubber/pencil) chemical paper, chemical liquid,
correction mistake within the machine, squeezing and spreading.

(e) Care and maintenance of typewriter oiling and cleaning of the machine.

Change of ribbon.

Minor repair work.

(f) Calculation of speed.

Straight copy of typing (SWAM, CWAM and NWAM) and production
typing (G-PRAM and N-PRAM) and MVAM, Speed Compositions, Indian and
world records in typing.

(g) Personal habits and work habits, Personal appearance, willingness,
promptness, initiative trust, worthiness, punctuality, etc.

Following instructions and direction.

Unit 2--Typing of letters, Blocked, Semi-blocked and NOMA simplified the
open close and mixed punctuations.

Typing of short letters (small and full size letter papers) one page letter and
letter running into more than one page.

Typing of addresses on envelops, inlands and postcards, including window
display chain feed.

Typing of annexures and appendices to letter.

Unit 3--(a) Tabular typing, Two column Table and Multiple columns table
box etc. display of tabulation work.

Typing of financial and costing statements.

(b) Typing of printed forms lite invoices, bills, quotation, tenders, index
cards, telegrams etc
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