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Unit 1--(a) Importance of typewriting in modern era, type writing for vocational use,
personal use and college preparatory. 15

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

Systems of typing--Touch system and sight system, thier advantages and disadvantages.

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

Correct typing presirres operative.

Various parts of typewriter and their uses Va.

Manipulative control, margin steps, paper guide, paper release, line space guage, cylinder
knobs, shift key, space bar etc.

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

(c) Covering the key-board-Typing of alphabets, words, phrases, sentences and small
paragraphs.

Typing of number and symbol keys-typing of symbols not given on the key-board.

Unit 2--(a) Centering horizontal and vertical mathematical and judgement placement. 15

Proof reading and correction of error, Proof correction marks, use of different type of
erasing material, erasures (rubber, pencil), chemical paper, chemical liquid correction tape within
the machine, squeezing and spreading.

(b) Typing of letters--Blocked, semiblocked and NOMA simplified with open, closen and
mixed punctuations, typing of short letters (small and/or full size letter papers) one page letter and
letter running into more than one page.

Typing of addresses on envelopes, inland and post cards including window display chain
feed.

Typing of annexures and appendices to letters.

Unit 3-- (a) Tabular typing, two column table and multiple column, table box etc., display or
tabulation work. 15

Typing of financial and costing statements.

(b) Use of carbon paper for taking out more than one copy.

Methods of using carbon Machine Assembly Method and Desk Assembly Method.

Correction of errors on the carbon copies (paper being in the machine and taken out of the
machine).

Unit 4--Stencil cutting., Its insertion in the machine, change of ribbon setter or removal or
ribbon. 15

Placement of subject matter use of different materials like a styles Scale slates signature pad etc.
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Practicals

ENGLISH TYPEWRITING
1--Typing of difficult words, phrases, sentences and paragraphs.
2--Typing for numbers and symbols not given in the key-board.
3--Typing of short and long letters in various styles on different sizes of papers/letter head.
4--Typing of addresses on post cards, inlands and envelopes of various sizes.
5--Typing of tables with multiple columns.
6--Typing of invitations cards, menu cards programme etc.
7--Typing on charts, graph papers etc.
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