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Unit 1--(a) Typing on printed for like invoices, bills quotations tenders indexcards telegrams etc. 20

(b) Composing at the typewriter (using type writing as a writing tools), drafting the subject matter
at type writer directly.

Typing from recorded tapes.

Unit 2--(a) Producting Typing. Typing of simple and confuse manuscript. 20

Typing of orders circulars notice memoranda notes, advertisements interview letters appointment
letter etc. Typing of bibliography.

Type on graph papers.

(c) Care and maintenances of typewriter, oiling and cleaning of the machine change of ribbon,
minor repair work.

Unit 3--(a) Calculation of speed straight copy typing (GWAM, CWAMJ and NWAM and
production typing G-PRAM and N-PRAM) and MWAM. 20

speed competition, Indian and word records in typing.

(b) personal habits and work habits, Personal appearance, willingness, promptness, initiative,
Trust worthingess, Punctuality etc.

Following instructions/directions.
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Practicals
ENGLISH TYPEWRITING

1--Proof reading and corrections of errors.

2--Typing on forms used in institutions and organisations like bills, invoices, telegram form.
(a) M.O., acknowledgement cards, cheque etc.

3--Typing from confused manuscript.

4--Cutting the stencil.

5--Composing reports, minutes, etc. at the typewriters.

6--Changing of ribbon.

7--Oiling and cleaning the machine.

8--Minor repair work.
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