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Unit 1—Business Phrases, Insurances, Banking, Railway, Stock booking and shipping

phrases etc. 10

Unit 2—Technical Theological, Political phrases, Phrases used in other walk of life special
words. 10

Unit 3—Office like dictation direct or through recorded devices like tapereabid as dictations
means radio, T.V. etc. of official, business and personal correspondance, notingr
confidential matter filling of various kinds of proformas used in organizations
and institution. 20

Unit 4—Transcriptions on the typewriter of the seen and unseen materials related to the
works of a steno-typist in various organizations as mentioned from unit 1 to unit4. 20
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FIFTH PAPER
Shorthand and Type (English)
Maximum Marks—60
Minimum Marks—20
Unit 1--(a) Importance of typewriting in modern age, typerwriting for vocational use and 30
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, manipulative
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. 15
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. 15



Typing of financial and costing statements.
(b) Typing of printed forms like invoices, bills, quotation, tenders, index cards, telegrams etc.
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