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{ 2602 ~ TYPEWRITING - It
'Ik;;ching Schedule Per Week , Progressive Examination Schedule (Marks) )
“ Lectures l Practical Credits Assessment 7 "I"heory Practical Ex. Total
\ - s 5 25 - - 100 125
‘» m”}’re-requisite Source Theory Test Total | TW PR Gr.’i‘ot al
( - 2001 MOP | Semester — _ — 25| 100 125

RATIONALE: The Students must have the necessary skills to operate the key-board of both manual and
electronics typewriter. The objective is to ¢nable the students to acquire a speed of 40 wpm on a rnanual
typewniter, and a working knowledge of operating on an electronic typewriter. Although, in the identified job
opportunity, they are not expected to perform the duty of typist, but still they have to take up this work in
emergency.

COURSE CONTENTS [ o[ Mis
1. ACCURACY AND SPEED TESTS 30 50
2. OFFICIAL TYPING WORK B 15 30
Tabular statement, balanced sheets, bills and invoices.

3. PROOF CORRECTIONS, SIGNS AND MANUSCRIPTS. 1520
4. STENCIL CUTTING AND DUPLICATING : 2
5. SPEED DEVELOPMENT EXERCISES 10

6. DISPLAY WORK 3
- Literary matter, legal matter, etc. :

Total 80 100

PRACTICALS: :

Typing of passages for accuracy tests and speed development. Each exercise to be repeated tor attaining
proper level of proficiency. (Attainment of speed: 30 wpm)

Practising centralised, horizontal and vertical centring. ’

Practising tabular statements, balance-sheets, invoices eic.

Practising of proof correcting signs, typing from manuscripts containing proof correction signs.

Practising carbon mani-folding, erasing on carbon copies — Typing multiple copies of correspondence.

Practising corrections with erasers and other correcting techniques. :

Practising of cutting stencils and making corrections

Demonstration and practice on duplicating mv/c.

Typing on printed forms, typing of telegrams, minutes, notices, legal documents, literary matter & display
work.

Practising on electronic typewriter - Preparing the mach:nes for operation, feeding the paper, setting the
margin, and essential functions.

EXAM SCHEME- (Duration 2 hrs.)

}. Speed Test:- A Passage of 300 words to be typed in 10 mits. Speed requirement: 30 wpm - Marks - 50

Skill and Accuracy Tesi-
a) Balance sheet--15 marks b) Tabular staternent-15 Marks ¢) Manuscript letter 20 marks

REFERENCE BOOKS:
1. Pitman Typewriting Vol. I and Vol. Il -- Publishers Pitman, New Delhi,

2 Commercial Typewriting - Walmsiay.

3. A Comprehensive Course in Touch Typewriting - by Vijay sharma - Progressive Pubhications.

4. A Text Book of Touch Typewriting, Theory and Practice - by Nagaraja Rao - K. S. M. Murthy Mysure.
5 Advanced Professional Typewriting.
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