
COURSE TITLE : TYPEWRITING (ENG) 45  WPM
COURSE CODE : 3135
PERIODS/WEEK : 4
PERIODS/SEMESTER : 54(18X3)
CREDITS                                                     : 4

TIME SCHEDULE

Module Objective Periods
I Speed practice to attain a speed of 40  wpm

Speed practice to attain a speed of 45  wpm 10

II Typing advanced statistical statement.
Revise the manuscript matters styped in the 4th sem like
Official letter(Secretariat, independent body and others)
Demi-official letter, Govt. order

14

III 1  Speed practice to attain 45 wpm
2  Revise the manuscript matters typed in the 4th sem like

Official proceeding, Professional letter and
Personal and business letter

14

IV 1 Speed practice to attain 45 wpm
2   Type Balance sheet /P&L or Receipts & Payments a/c

from the manuscript
16

Total 54

OBJECTIVES

MODULE I
1.1.0. Perform typing at a Speed of 40 wpm

1.1.1. Type the given passage at a Speed of 40 wpm

1.1.2. Perform typing at a Speed of 40 wpm

1.1.3. Type the given passage at a Speed of 40 wpm

MODULE II
2.1.0 Understand advanced statistical statement

2.1.1 From the given manuscript type advanced statistical statement

2.1.2 Practice to read manuscript matters

2.1.3 Type official letters (Secretariat, independent body and other Govt.letter)

2,1,4 Practise to type D.O. Letters and Govt. Order



MODULE III
3.1.0 Perform typing at a speed of 45 wpm

3.1.1 Type the given passage at a speed of 45 wpm.

3.1.2 Understand the proceedings and professional/personal/Business  letter

3.1.3 Practise to type proceedings and various forms of letters

MODULE IV
4.1.0 Perform typing at a speed of 45 wpm

4.1.1 Type the given passage at a speed of 45 wpm

4.1.2 Understand the formatting of B/S, P&L/Receipts and Payments a/c

4.1.3 Practice to type B/S, P&L /Receipts & Payments

Content details

Typing @45wpm under stroke system-- typing statements—typing Balance Sheet/P&L
A/c/Receipts & payments a/c in 2 separate sheets—typing letters of various forms ,proceedings etc.

Scheme  of examinations

The examination of this paper is as the same standard of Kerala Govt. Technical Examination in
Typewriting  English Higher.  It consists of 2 papers Part I and II.

Typewriting (Eng) I paper
Max. Marks:50 Time:10mts

Typewrite on one side of the paper an ordinary printed passage without heading and few figures if
necessary and not exceeding three paragraphs, consisting of 2250 strokes with the minimum capital
letters in double line spacing with 10 degrees margin on the left hand and 5 degrees margin on the
right.  Special attention should be paid to accuracy and neatness of execution.

Note:

1. 5 strokes will be counted as a word. Each depression of character key or the spacebar will be
counted as a stroke.  No stroke is counted for paragraph indentation of depression of shift.
Two strokes are counted after every full stop, interrogation sign or exclamation mark.

2. Candidates will not be eligible for pass in this paper if the mistakes exceeds 8%(36words)

Typewriting (Eng)II Paper – Manuscript
Max. Marks: 50 Time: 2.30 hrs

This paper is intended to serve as a test of the candidate's knowledge of spelling, punctuation,
printer's' corrections and common abbreviations and ability to present in proper form of the fair
copies for signatures.

For a pass in this examination, an aggregate minimum of 40% is required for speed and
manuscript put together.


