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COURSE DETAILS

Age

Name of Trade

Qualification

Duration

Number of Trainees

Number of Practical hours

Number of Theory Hours

: STENOGRAPHY

: lorH PASS

z 14-40 Years

lYear

: 32 hrs. per week

: 12 hrs. per week

: 600 sq. feet

:200 sq. feet

: 3 kw.

20

!

Space Required

Workshop

ClassRoom

Power Required in KW
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AEsl4lt$_dlgr 3

1. Io attaln a speed at gO uoprpr ln Shopthand,

2. To acqulro accuracy and speeit lh typourltlng
@ ao rrpruc & ln letter, UanuEortpt &
Iabulatlon typlng.

3. ?o develop a sound basts tn &rgltsh Language wlth
a referenco to taklng notes ln aes61.6g and frou
sup€rlors ancl dfafttng lette$r, €ssays, etc,

4. To knor about Offlce prbcedure anA essenttal
glrvlces 

"

5. To knor hor to opcrate the Conputer, 1n !{S 0FFICE
and UIp

tttttt*t

21
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tISr 0F Iools ANx, EQUIPM0NTS rDR THE 'IBADE 0F gISgoqEAzulggglISEJ

I gB-.EJ4TggsEJ9-SAITJSI

3.No. }ESCBIPTION q,ANTITY

1

2

e

4

5

6

?

I
I

1o

11

12

13

14

15

1.

4o

3.

4.

5.

Iypenrltors (16" carrlage)

slectronls lYPeurlter

Personal Couputer

Fax machlne

Photocopylng Bachtne

Black Board (Rufel)

Copy holtlers

Pencll tharpuer (desk tYPe)

Stop ratch

Tape Recorder

Tool klt for the typerrrltei aoshanle

Dot Matrk Prlnter 24 Pla

Softrpre Paekages 0fflee 2OO0r l*infuv
(tatest Edltlon)

UF$ 1 KVA

dtndow type Atr Condltioner 1 ton

s 20 l{os

s 1l{o
I 5 l{os.

l lNo
311{o

,1No
; 2O Nos

t lNo
t lNo
! LNo

: 1 (conPlcte set)

r LNo

r ].No

6.
4
la

8.
c)

IpENIIUS"LU$L80-B 4-BAI gLon-s-3BsIUStr

Iyplng Tables t 20 ldos

typi-ng Chalrs 3 20 Nos

DlsplaYBoard I lNo

SteelAlnlrah l2Nos

tables (for Instmctors) I 2 flos' (one each f or elass--- -ioorn 
& staff roon)

Chalrs (for Instructors) 3 t Nos' -Co-

$teel toekers (for tralnees) t 2 Nos' (ulth lcr cabtneeach)

Suttable Table Chalr for PC t 5 ilos' each

Sultable furnl'ture 6or photocopylng
;;hd;; rai nacrrlna, Eleetronlc
typeurlterr etc.


