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Max Marks:: 100
Time : 3 Hours
Pass Marks : 35%

INSTRUCTIONS

The question paper-coveriligithic:¢i

It will consist of essay typq
Unit- of the syllabus and the-candi
9 marks; total weight ofthe section:

It will consist of ossay type ques|
Unit-11 of the syllabus and the-candidat

9 marks; total weight of the section:s

It will consist of 10 very shofrt

to attempt 8 questions up-to five ling
the section shall be 24 marks

Office Stationery : Types of]

typewriting ribbons, carbon papers,

Duplication Methods and Photocopying.
Meeting : Notice, Agenda, Ph ysrcal‘

Using Information: Woiking K

sources-Telephonie Direstory, Pos

Facesmile telegraphy.
Making travel arrangement :

Hotel accommodation, fi Ilmg of form

4

Manuscmpls Proof Corrections-sings and theit moamng Pxoce% of "ty

Corrections-of drafts.
Tabulations: Definition and

Typing of booknotes, Typing of Bala c.c—Sth %

ORFICE PRACTICIL )
Txternal Assessment : 60

Iiternal Assessment : 20
Practical 20
Periods per week (6

FOR THE PAPER SETTER/ EXAMINERS
entire course shall be divided into three scotions as follows.

~

SECTION-A e
questions. Four questions shall be set by the examiner from

date shall be requited to attempt two, Fach question shall carry

shall be 18 matks. . ©

by the examiner from
h question shall carry

hall. bc' I 8<;1nax..ks

SECTION-C

't answet: questions from entire syllabus. Students are required
s in length. Bach question shiall cariy 3 maxks total weight of

-

UNIT -1
papers and : cenvelopes, control of consumption of papers, ink

pins, chp“& exaseis ele. r'isut, there of stock and stock record

clhtxes"

t thce Cruxde, R’ul\vay TII]‘I(.-'T\bIC ‘Iclepnntcx Tulc:\

preparing:tour programme, Jmlway and airteservation booking
for Tour advatice, preparing T.A Bills.

UNIT~ 1]
ping manuscripts,

importance, part of tabulation, procedure for typing tabulation,
)
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.S)"Ilab‘iiﬁcation of Combin
foxmathn of"special sing with coml
Shorthand - Advanced Plig

and administration. Special list of

transeription. Checking and proof-r

Course Outcome: Afler the com
office stationary, meeting, my

shorthand.

PRACTICALS: 20 Marks (10fo!

a}ion Rules for division of words line ends,
nation of ehayaeters,

word Arrangemeht ol Materials on 'ty pewriter desk to facilitate
cading transeription, X

.
letion. of Uiy ¢otrse. (he students will understand about

I typing practical and 10 for:Shorthand Practical)

MANUSCRIPTS

Typewriting of Manuseripts (Typed).
Typewriting of Manuscripts (Han’d-\\nﬁ_itté'n).‘é

Practice on carrying out corrcetions ofidj ts. ;

Typewriting of tabulations Balance Sheet,

2 TP . ;-'." o
~8SY L.Lg&B;lgFFECiZXZTFI‘QLN AND :‘GG,)'MFJB_I?-NA_"-'.I‘«ION it

Typewriting. exercises- Bre
syllabification rules; Typewriting of dhnracters ng

display.

Typewriting of business, official Tetters.

SHORTHAND

1. Taking information from other documents in complétion ofis

2. Office style dictation-with amendments. '
:?%"‘, 3. Submitting transeribed matefrials for si mature,
o 4. Marketing and. filling of:shofthand noti :

Typewriting un-arranged; misspalt ‘and

caking “of words with

ICORRESP

ving the rules of

iorthand:notes.

ANS

e conipletionoftianseription.

RECOMMENDED DRILLS: | :
Throughout the course there shpuld ‘iiie‘.:a-;_c;‘*on"s"t,‘aﬁ;t}:enmjlta;sis om o
- Fluency in shorthand. Speciall care should: be: taken on exposing students to varfety of
pronounciation, | | - |
- Formation of well constructed 4 horthand outlingswith the help.of tacility drills,
- Auto-niobilization-of grpmimaloges:and phiases. PN
- Daily practice in taking dictations starting at slow speed;
- Practice in transcribing the long hand. R :
- Dictation each day should be o '

to improve edmpetence. It should be for

i)
Jn Ppractice material to increase the speed and on new matter

timing:of'1,3,5,7 and 10 minutes.

INSTRUCTIONS FOR TYPING PRACT ICAL
There will be type test for §:minlites followed by oral viva voce.

INSTRUCTIONS FOR SH ORTHAND PRACTICAL

There will be dictation of 5 minutes:and

the candidate shall be required to type in'25 1

X
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exeeptions,

seography, Phraseology, related o business, banking, insurance

king travel 'arahgement, ‘manuseript, tabulation and



