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SYLLABUS FOR (TRADE NAME) ... STENOGRAPHY (ENGLISH)

UNDER CODZ OF REGULATIONS FOR
INDUSTRLIAL SCHOOLS



LIST OF COMMITTEE MEMBERS FUR
THE TRADE OF STENOGRAPHY

MEMBERG AND EXPERIS

1. Mr, K.Panancer Selvan .l.,
Regional Joint Di.roo%or of Training,
Hadurai.

2. Mrs. A.Santhi,
Asgistant Training Cffiser (Stenograpay)
Govt, ITI,
Madurai,

3. Mr, D,Gunasekaran,
Junisr Training 0ffiecer (Lanugage Imstractor),
b"t. ITI’ Pt
Madurai,

4, ¥rg.M.A.Joseph Agues Rita,
Propritrix - Sivalam School of Commerce,
K.Pudur,
Madurai.

5. Mrs, Cbristry Yogasusndari,
Stene~Typist,
Distriet Zmployment 0rfiece,
Madurai,



COURSE DETAILS

Name of Trade : STENOGRAPHY
Qualification : 10™ PASS
Age : 14-40 Years
Duration : 1Year
Number of Trainees : 20
Number of Practical hours : 32 hrs. per week
Number of Theory Hours : 12 hrs. per week
Space Required
Workshop : 600 sq. feet
ClassRoom :200 sq. feet

Power Required in KW : 3 kow.
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ACHIZVIM TS 5

1. To attain a speed at 80 WePems Iin Shorthand,

2. To acquire accuracy and speasd ih typewriting
@ 40 wepem. & in letter, Manuseript &
Tabulation typing.

3. To develop a sound basis in Eaglish Language with
a reference to taking notes in meeting and from

superiors and dfafting letters, essays, etc.

4. To know about Office procedure and essential
services.

5. To know how to opsrate the Computer, in MS OFFICER
and DTP

*® ¥ ¥ ¥ ® ¥ ¥ ¥
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LIST OF TOOLS AND EQUIPMENTS FOR THE TRADE

EOR 4 BAICH OF 20 TRAINZZS

Typewriters (16" carriage)
Blectronic Typewriter
Personal Computer

Fax machine

Photocopying machine

Black Board (Ruled)

Copy holders

Pencil Sharpner (desk type)
Stop watch

Tape Recorder

Tool kit for the typewriter mechanic
Dot Matrix Printer 24 pin

Software Package: Office 2000, Window
(latest Edition)

UPS 1 KVA
Window type Air Conditioner 1 ton

:

=29

OF STENOGRAPHY (ENGLISH)

- . e w o ® e e W e e & o owm o

- - e e e = moam = = oa o

1 (complete set)
1 Ne

1 No

FURNITURS LIST FOR A BAICH OF 20 TRAINEES

Typing Tables
Typing Chairs
Display Board
3teel Almirah

Tables (for Instructors)

Chairs (for Instructors)

Steel Lockers (for trainees)
Suitable Table Chair for PC
suitable furniture ﬂorERhotocopying

mschine, Fax machine, ectronic
typewriter, etc.

3

H

]

20 Nos
20 Nos
1 No

2 Nos

o fos. (one each for class
room & steff room)

2 Nos. . =30
2 Nos. (with 10 cabineeach)

5 Nos. each



