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GOVERNMENT OFKERALA
Abstract

EDUCATION - TECHNICAL _ K.C.T.E. TYPEWRITING AND SHORTHAND _
SYLLABUS APPROVED _ ORDERS ISSUED

HIGHER IIDUCATTON (.J) DEPARTMENT
G.O. (MS) No. 96/20011H.Edn. Thiruvananrhapurarn, Dated 16_g_01.

Read: Letter No.c4ll3l9l/99 dated t6-5-2(x)l t'rom rhe Director of rechnical Education,
Thiruvananthapuram.

ORDER
l. As decided at rhe meering held by the principal Secretary (Higher Education) wirh rhe

representatives of commercial Instirrrcs orglnisations, on 26-2-2oor, Director of
Technical Education has submitted reviscd sylirbus for K.G.T.E. Technical Education
has submitted revised sylrabus for K.c.'r'.8. Typewriring & Shorthand for approvar.

2. Govemment have examined the revised syflabus in detair and are preased to approve the
syllabus appended to this order.

3. The revised syllabus will be implenrented fronr January 2002 onwardS.
4. The name of certiFrcare issued under this revised scheme for Ehgrish rypewriting in' 'KGTE- Typewriting in English (Lower/Higher) and Computer WoJ ho""i.ing,.
5' Those who have passed the KGTE Typewriring (Lower/Higher) under the earriest

Scheme will write separate examination in cou,prr", word.priessing to get cenificai
under the revised Schcme.

6. The L.B.s. centre for science and rechnorogy wifl conduct the examinations for KGTE
Computer word Processing part ind they nray coflecr separate fee from the students at
the rate of Rs.15l-per candidare for Lower and Rs- r00/- per candidate for Higher and the
results for this subject . will be intinrated ro the iommissioner for 6oremncnt
Examinations. The rist of candidates appcaring for examination wi be forwarded to the
L.B.S. Centre by the Commissioner for the Govemment Examination.

7 ' T-trc KGTE Typewriting Q-ower/Higher) wirh compurer word processing Examination
will 

.be. 
conducted by the commissioncr rbr Govemment Examination a;d cenificateswill be issued by him.

(By Order of the Governor)

M.SAPHIA BEEVI
DEPUTY SECRETARY

fo
The Director of Technical Education, Thiruvananthapuram.
The Commissioirer for GovemmenI Examinations,
Pareeksha Bhavan, Poojappura, Thiruvananthapuram.
The Director, L.B.S. Centre for Science & Technology, Thiruvananthapuram
SF/SC.

Forwarded/B y Order

sd/-

Section Officer

i. ilil$;-:4
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HEAD OFFICE
The Director,
LBS Centre for Science & Technology'

Nandavanam, PalaYam

Thriuvananthapuram-695 033
(Phone:324396,324148,324364, 3241 0l) E-

MAIL: lbscs rnd2 vsnl.net.i

SUB CENTRES
The Technical Officer
LBS Sub Centre, Radha Nivas

Vadayattukotta Road' Kollam- [

The Officer-in+harge
LBS Sub Centre, Kathnam,
Thazhava JN, Mavelikkara.

The OfFrcer- in-charge
LBS Sub Centre, Govt. VHSS'

Nedumon, Ezhamkulam, Adoor

The Offrcer-in-charge
LBS Sub Centre,

Kaduvumbhagam Buildings
Near Police Station,
K.K. Road, PamPadY, KottaYam

The Officer-in-charge
LBS Sub Centre, Kavalakkal House,

Chengannur, Kollakadavu,
Atleppey Dist.

The Officer-in-charge',.
LBS Sub Centre, St.Mary's Orthodox'

Syrian Church Building' Niranam'

Pathanamthitta Dist.

LOCAL CEMRE
The Managing Partner

COMTECH, Thaimadam'
T.B Road, ChangancherrY

REGIONAL UNIT, KALAMASSERY

The Deputy Director
LBS Regional Unit
HMT Junction, NAD Road

Kalamassery-683 lM(Phone: 0484-541520)

SUB CENTRES
The Technical Officer
LBS Sub Centre, talitha Bhavan' Chalayil'
South of Stone Bridge
Alleppey

The Officcr-in-charge,
LBS & Sub Cenlrc, Pandarasscril Buildings

Near Village Officer,
Ettumanoor P.O., KonaYam.

LOCAL CENTRES
Santhigiri Rehabilitation Centre

Vazhithala P.O.,
Thodupuzha - 685 583

REGIONAL UNIT, THRISSUR

The Deputy Director
LBS Regional Unit, NSIC Tech'

Training Centrc CamPtts,

Alumvettuvazhi Road, ChiYYaram'

Thrissur-680026.'

SUB CENTRIS
The Ofhcer-in-charge.
LBS Sub Centre, Victory ShoPPing

Complex, Victory Press Road

Kunnamkulam;

The Officer-in-charge,
LBS Sub Centre, Brohers Tower,

Main Road. Alathur,
Palakkad.

Charutha Chambers,Noorani, Qhornur lload,

Yakkara Amsom,Palakkad Talit$, ,

Palakkad. ..i;-i sdr;,i _

LoCAL CENTRE

The Director,
Al-Noor Technica
Centre, VatanaPPal

Thrissur.

I Institulo, Curputer
ly,
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REGIONAL UNIT, CALICUT
The Deputy Director,
LBS Regional Centre,
l7 I 42O, lndi ra G andhi Road,
Kozhikode-673004

SUB CENTRES
The Officer-in+harge,

LBS Sub Centre,
The Kondotty Producers-cum-Consurners
Co-operative Society Ltd, Kondotty,
Malappuram-673 638
The Officer-in-charge,

LBS Sub Centre,
S.T.U. Building Grand Floor, Mavoor
Kozhikode.

The Officer-in+harge,
LBS Sub Centre,
Kottapadi, Down Hill
Malappuram.

The Ofhcer-in-charge,
LBS Sub-centre,
K.C Building, OPP: JUMA MASJID
Pandikkad Road, Manjeri - 676 l2l.

LOCAL CENTRE

The Director,
Digidynamic ITC & Computer
Centre, Near Town Hall,
Vadakara CALICUI.

The Secretary,
North Kerala, LBS Local Centre Fonrnr,
C/o DATA Tech. Computer Acadcrny
OPP: Town Hall, Vadakara, Calicut.

The Director
DATA Tech. Computer Centre
Mananthavady, Wayanad.

The Director,
Cornountech
Al.Anren Charitable Trusr (ACT)
Meladi P.O., Calicut,

The Director,
DATA Point Computer Acadenry of
Information Technology,
Sultan Bathery, Wayanad Dt.

The Director
INFOTECH, Near State Bank,
P.B No.6, Main Road, Quilandy

The Director,
Inslilute of Computer Education,
Ncar MKH Hospital P.O.,
Thirurangadi - 676 306, Malappuram Dt

REGIONAL UNIT, KANNUR
The Deputy Director
LllS Regional Centre, Old Engg.Camops,
Ncar ,S.N. Park, Kannur-1.

STIII CIiNTRES
'l'hc 0llicer-in-charge,
LllS Sub-centre, Near Bus Stand
Karrlrarrgarl, Kasaragod.

Thc Olficer-in-charge
LIJS Sub-centre,
Roorn No. V/5558,
Unit Conrplex, Cokul St.
Koothuparamba, Kannur

Thc Officer-in-charge,
LBS Sub-ccntre,
Taluk Ol'fice Compound, Kasaragod.

LOCAL CENTRE
Shri K.V. Soopy
Microtech Computer Centre,
Panoor, Kannur.

The Director,
UPTECH Computer Centre,
Cherukunnu, Kannur.

The Managing Director,
COMDEX
Yatheem Khana Building
Pier Road, Thalassery.

The Principal,
Sir Syed College, Thaliparamba
Kannur-670 142

The Prqsident
Thaliparamba Educational Co-operati ve
Society Ltd., No.Q.855, Thaliparamba,
Kannur.

I
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Subject of Study and Scheme of Evaluation

Typewriting Lower (English)

Evaluation ol- Marks

T}

Nan

Subject

Typewriting I Paper (Speed)

Typewriting II Paper

Computer Word Processing I

Total

Maximum Marks
Mini.required for a pass

First Class
All pass except I Class is treated as II Class.

(a)
(b)

(c)
(d)

300

SCHEME OF EXAIVTINATION
TYPEWRITING ENGLISH - LOWBR

I PAPER

tu)
100

r00

100
40
75%

Time : l0 mts.

25%

25Vo

3O1o
20

To typewrite an ordinary printed passage containing 3(X) words' i'e ' 1500 strokes (i'e five

strokis are treated as a word) with minimum capital letters in double line spacing with ten

degrees margin on the left and five degrees margin on the right side' Spetial attention

should be paid to accuracy and neatness of execution.

Notc: Five strokes will be counted as a word. Each depression of a character key or the

space bar will be counted as a stroke. Two strokes are counted after a full stop (full stop is

u do, pu, at the end of a sentence), Irterrogation sign, an exclamation mark and colon'

One siroke after and one before a brackct, quotation and hyphen and one stroke after

coma and semi-colon. The candidate will not be eligible for a pass in this Paper if the

errors or omissions are more thal 5%.
II Paper

Time : 1.30 hours

Max.Marks : 50

Min.requiread for a Pass : 20
I Class : 75%

This paper will contain four questions- It is intended to serve a-s a test of the candidate's

knowiige of spelling, punctuation, printers conection and common abbreviations and the

ability tJpresent in proper form the fair copies for signature. This consists of

t,

i

Y
*

it,l
I
t;

\-.

I

t
t.

t
k
j.
ii

tli,
tl,

Staternent
Official letters, business letten,
private leiters & Professional
letten with carbon copies

Simple Govt.Orders
Disptay - Advertiselnent, tender notice, notice

4
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4
5
6
7
8

9
l0
ll
12

l3
l4
l5

Subject
Duration
Maximum marks

Fundamentals of Computcr

G
J ;' - ,i,.:,..r+ ,E-a iqr.,i+ri-,. -. , i .::

,,1

',) {l+?

..-t'-.j'..:...+j-s.

,l

i

!

I

hi

F

ri

Scheme of Valuation

Mistakes are:-

Spelling nristakes, Omissions, Overtyping, Wrorrg spacing etc. Each mistake is treated as

a stroke mistake.

Five stroke mistakes are treated as a full nristake

Full misrakes Marks

100%
98?o
96%
947o

92%
n%
86%
82%
18%
74%
70%
u%
58%
52%
46%
40%

I
i

I

;

,;:

(Mistakes in strokcs r 5r lull mistakes)

KGTE Typowrlting - Lower

Computer Word Processing - I
*30 Hours
r00

Cotlenl Outline

i

i

I

Application and usago of computcrs
Classification of computcrs
Funcational blocks of a computer
Input unit - Output unit - Menrory unit
Block Diagram i )'
Hardware,/Software
Memory Devices
Hi gh/l-ow level [-an guage

Operatiog Systerns

Fundanrentals of Window: 95/98
Components of a Window
Applications and usage of a window
DesktopTaskbar - Recycle bin

5
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Word Processing

Basic Feature and advantages over typewritiltg

MS-Word 97l2fiX)

Getting Staned with Word
- Starting Word
- Leaming the Word Window

- Exiting Word

Creating a Document
Saving and Docurnent

- Saving the Document
- Closing the created Document

Working on a New docurnent
Creating a new Docurnent

- OPening an existing docurnent

Editing the created Docurnent
- Navigating in Word Document

- Selecting text
- Inserting and Deleting text

Moving and CoPYing text

Formaning Text
- Formatting with loolbar

- Formatting with the Menus and Dialog Boxes

- Setting tabs and Indentations

Working with Several Documents
I Op"ning Several Documents Simultaneously

- Switching between Docurnents

- Displayin'gMultipleDocumentsSlmultaneously
Managing Word Environrnent

- Using Views
- Zooming Documents
- DisPlaYing Hidden Codes

- SPlitting the Document

Formatting Long Docurnents
- Using StYles

- Using Lists
Creating Consistent Look with Templates

- Using TemPlates
- ModifYing TemPlatcs

Creating Sections'
- Headers and footers

- Dividing the docunrent into sections

- Creating headers and footers

Morc on Editing
- Finding and replacing a word in a docurnent

- Checking and correcting Spelling

Incorporatin g Tables
Creating a Word Table

- Formarting the Table

- Advanced Table Features

Printing the Document
Setting uP the Page for Printing

- Previewing and printing Documents

1
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Using Mail Merge
- Conducting a Simple Mail Merge
- Merging Mail List whh Form lrtters
- Creating Labels
- Edit a Data Source$

Subject of Study and Schcnre of Evaluation
Typewriting tlighcr (English)

Subject

Typewriting (I Paper) Speed
Typewriting (II Paper)
Computer Word Processing II

Evaluation of Marks

100
100
100

Total 300

TYPEWRITING ENGLISH HIGHER

It consists of three papers.

l. Typewriting I Paper

2. Typewriting II Paper

3. Computer Word Processing II

Spe.d

TYI,UWRI'I'ING I PAPER

Typewriting on one side of the paper an ordinary printed passage with or wirhout heading

and few figurcs if necessary and not exceeding three paragraphs consisting of 2250

strokes at the rarc of45 w.p.m. in double line spacing with ten degrees margin on the left

and five degrees on the right.

Note:- Five strokes will be counted as a word.Each depression of a character key or the

space bar will be counted as a stroke. No stroke is counted for paragraph or depression of

shift key. Two strokes are counted after a full stop interrogation mark, collon and

exclamation nrark. One stroke counted after coma and semicolon. One stroke before and

one stroke after brackets, quote and dash.

If the mistakes exceed 5% candidates will not be eligible for pass.

7
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TYPEWRITING II PAPER

Maximum Marks
Time

r00
Two Hours

N

Tis paper is intended to serve as a test of the candidate' knowledge of spclling'

fun.iuitiont ^a 
common abbreviations and his abitity to present in proper fornr the fair

copies for signature.

This consists of any five questions from the following:

l. Type and advanced statistical statement with vertical heading (Mark: I 5) 
-

2.. f4u- private letters/business letters, D O letters/Official letters' lettcrs from

autonomous bodies and professional letters Know how to ta-ke carbon copics'

3. TypeG.o.s/Proceedings/circularsNoticesandNotification' 

(Marks:20)

(Marks:20)

4. TyPe balance sheet/profit and loss account in two separate sheet of paper so as to

match together. (Marks:30)

5. Type juJgement/agreement/display/notice, advenisernenl/prograrnnte and invi-

tation with ornamental bordem. 
(Marks: 15)

KGTE TYPewriting - Higher

Subject : ComPuter Word Processing - II
Duration : 30 Hours

Maximum Marks : 100

:;
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Content 0utline'

More on MS WORD 9712000

More on Formatting
- FormattingDocurnentsAutomatically
- Lening Word to do the Work with automatically

- Using Shrink to Fit Feature

- Formatting Drawing Objects CliP Art Auto ShaPes etc

Organising the document views

- Switching to Outline View
- Creating and Editing Outline Text

- Reorganising Outline Families

- Showing and Hiding Outline Text

Writing Emciently lYith the help of shortcut Keys'

- Assigning Styles to Shortcut Keys

- Assigning Word Commands to Sho(cut Keys

Making Spelling Painless

- Using Auto Correct Feature

- Check SPelling as You TYPo

8
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- Adding words to the Auto Correct List- Findingjusr rhe right word
- Checking the Grammar
- Checking Spelling and Crammar at once

Documenting Points with Footnoles

Organising the Reports with a Table of contents
- Creating a Table of Contents
- Updating a Table of Conrents

Automating Letters

- Using the include Letter Templares
- Using lettcr Wiz;rrd

Creating a Letter Template
- AutomaticallyaddressingCorrespondence
- Inserting Address
- Printing Envelopes
- Using a memo Wizard
- Sending a Fax

Using Auto Text
More on Mail Merge

- Merging From other Databases. Excel Access Outlook
Contact List.

- Selecting recipiens_Sorting and Selecting Records

Preparing Documents in Workgroups
- Creating Master Documents and SuhdocunEnts- Renaming Subdocuments
- Protecting Master Document
- Expanding & Collapsing Master Docunrcnts

Splirting & Merging Sub Docurnerrs
Web Page Features of Word:

TYPEWRITING ENG LISH HIGH SPEED

lI,.- i

Time
Marks

l0 minutes
r00

Typewrite on one side of the paper an ordinary_ printed passage with or without headingand few figures if necessarv consisting of 3375 itrokes'wi,n ?inr.r,n capitar ,etters indouble line spacing with t"n d"gr"., margin on the teft siae anJ nve degrees margin onthe right special arrention shourd be paid fir accura"" unJ n"u,n"., of execution, Type the_passage at the rate of 67.5 w.p.m.

Note:- Five strokes will be counted.as a,word.-Each depression of a character key or thespace bar will be counted as a stroke. No stroke is 
"o*t"A 

fo. parag.apn indentation ordepression of shift.

9
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i;. Two strokes after full stop(full stop is a dot put at the end of a sentence)' exclamation

.r.x i""t"g.,i"" .ign, ura' .oton bne st'oke after semi colon and coma' one stroke after

and one stroke before brackets, quolation and hyphen'

The candidates who commit more than 3 9o of mistake are not eligible for pass'

subject of study and scheme of Evaluation Typewriting High speed(English)

Subiect Dvoluation of Marks

Typewriting speed PaPer

Total

100

100

TYPEWRITING ENGLISH HIGHER SCHEME OF VALUATION

Full Mistakes Marks

N

x
ti':

F+
:!-i

ftl
.ff.

i{q

i.:-" r

s"
Igrs

#
ffi

*
l.*rIr
t!',t

'fi
l-,,r l.j
I''r h

Iir
i,it,,
i',1ri
\

0

I
2

t
4

5

6

7

8

9

l0
It
l2
l3
l4
l5
l6
t7

t8
l9
20

2l
22

2!.< t - 40

(Five strokes misiVes are treated as a full mistake)

(Number of stroke mistakes = futl mistake 15)

Mistake in stroke for pass is 23* 5=115

88

100

98

96

94

92

90

86

84

82

80

77

14
'il
68

65

62

59

56

53

50

46

42
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or 20.5 words or below is eligible for pass

Full Mistakes

0
I
2
3

4
5,.
6
7

8
9
l0
ll
12

t3
l4
l5
l6
t7'
t8
l9
2O and 2l

Scheme

Time: l0 Minutes

Note: t

TYPEWRTTING MALAYALAM LOWER GTAdC I PAPER

TYPEWRITING ENGLISH HIGII SPEED

SCHEME OF VALUATION

Five stroke mistake is treated as word mistakes' A candidate who commi(s 101'5 strokes

Marks

100

98
96
94
92

,90
87

84
8l
'18

15
1')

69
66
63
60
56
5'
48
44
40

Subject of Study and Schcnre o[ Evuluation Typewriting Lorver (Malayalam)

Subject Evaluation of Marks

TYPewriting I PaJrr (SPeed) l*
TYPewriti"g lt t'uPcr 100

Tot l 200

Maximum Marks :100

Minimum for Pass : 407o

I class :759o

Typewrite an ordinary prinred passage of 1250 strokes (25-w'p'm') in double line spacing

on one side of the paper wrth ttti"it*t *argln on the'left and five degrees on the right

ip.ciut attention must be paid for neatness and accuracy'

Five Strokes will be counrcd as a word'

;;;.;;;;ri;;;ii Jo,-u'"' kev or the space bar will be counted as a

2

stroke.
No stroke is counted for paragraph indentation or depression of shift key'

Standard required for a pass wilt be ability to tyPe with^not more than

;;;i;;;;, 
".issions' 

Total mistakes allowable -88 strokes'
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TYPE WRITING MALAYALAM PAPER II

Time: 1.30 Hours

Higible for Pass

Maximum Marks

Minimum for a Pass

I Class

: 100

:40
:'15?o

2

This paper must contain any 4 question from the following:

Type from Printed or *""'*t*t''il"iit''tontoining siort arrd sir'rple tabular

statement/bills/invoices etc'

+ffiill,,";;;;"-oiih" fo[o*in* tonectlv and in pr.J,cr rornr taking not morc

rhan two carbon coptes "' "';;n";;-;'"*'ng"i 
j'uftt in manuscripts of

oii,"iot.lptor"ttional letters/ D'O leners'

iv p" 
"" 

v "* "r'n" 
ro t to * i n c I n n'-o'i''- ro5;lfill:i: ilfl :ll'i:l: : "

Diiplay tYPing with borders sucl
3
4

SCHEME OF VALUATION. --.
TYPEWRITING MALAYALAM LOWER

Candidates who commits 17 5 word mistakes or 87 5 stroke mistake or below are

t
i:
li
,lu

1t
tr
#,'
#
ir4l

#ii
;{i
d.l
*t
#
ffi

I
E
F,.ri

i'i
,I

,rl,
!ii

0
I
2
3

4
5

6
7

8

9
l0
1t
12

l3
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Subiect ot Study and Scheme o[ Evaluation

TyPewriting Higher (Malayalam)

Subject

Typewriting I PaPer (SPeed) r00

Typewriting ll PaPer
100

Full Mistake Marks
r00
98
96
94
92
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87
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8l
78
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63
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TYPEWRITING MALAYALAM HIGTIER GRAI)E T PAPER
SCHEME:

Time : l0 Minutes

semi-colon.

pass.

Time : 2 Hours

Maximum M,r "s : l0O

Minirnum tbr Pass : 407o

I Class 'l5o/o

To typewrite an ordinary prirrtcd passage of 1750 stro-kes^i'e"35 w'p m in double

line spacing on one side of rhe P#;;ttd;; 'J"egrees 
of margin on the left and 5 de$ees

#;i";i;;;ii' speciat ta'L mu*t h., piritl tbr neatness and accuracv'

Note: 5 strokes wilt be counted as a wortl Each depression of a character key or the space

bar wilt be counted as a strok'e: N:''ti';il ;-""'nted for' paragraph indentation or

depression of shift key' Two tt'J*'ir"c .-.ot'"ti 'rit' "*ty 
fullitop (full stop is a dot put

at the end of a sentence)'

Interrogation mark' exclan[rlion rtritt'k ltntl colon One stroke after'comma and

One stroke before and after bracket' quotation antl hyplren'

The candidate who commi$ nror e lhan 1o/o o[ enors/omissions are not eligible for

TYPEWRITING MALAYAI.AM TIIGHBR II PAPER

Maximum Marks :100

Minimum for Pass : 407o

IClass :751o

This paper is intended to scrvc ils a test of candidates knowledge of spelling'

B'#H3tl"hor"",ations and his ability to prcscnt in proper form the fair copies for

signature.

This shall conuin five questions consistitts the [ollowing'

l. To typewrite 
"n 

ud""";;';t;it'"'no *t'"t ma-tters such as invoices' smtements

etc.

2. Balance sheedprolit and loss account/income and expenditure account should be

ryped on two scpitr:rte i";i:;;;;i"gs and auditor's report so as to match

, [5lT;';rite correctlv antl in proper f"tT ttlii-l"j3ore than two carbon coPies

from a confused ,"a 
^rrt 

r""'ir,ia rough manuscriPt of ofhcial letters/personal

letters/D.O letterJprofessional letters'

4. Another question for 
'ilt;;'*;;n';;"h 

as advenisement/Notice/Tender Notice

, ;jlrffi:li',n nto*' lbrrrt a covernrnent order/Proceedings/amendment from a

Coniused, abbreviated manuscript'
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SYLLABUS

TYPEWRITING ENGLISH LOIVER

Candidate should acquire speed of 30 w.p.m. ie., [50 strokes per minute- There will be three

theory papers for the typewriting lower grade examination. Theory papcrs include 3 paner ie.,

speed test, ll Paper (ie., typing of 4 different manuscript questions frorn a con[used, abbrcviated

and unarranged matter into proper form by correcting spelling rnistakes, exprnding the irbbreviations

etc.) and Compurer Word Processing I. Special attention should bc paid lbr acculacy and neatness.

There must be a separate minimum of 407o for each Paper fbr a pass. Candid te who commit more

than 5 Vo of mistakes are not eligible for a pass in speed test.

TYPEWRITING ENGLISH HIGHER

Candidates who have successfully completed lower grade examination can aPpear for Higher

grade examination. When they acquire 45 w.P.m. or 225 strokes per minute. There will be theory

papers for the typewriting higher grade examination. Theory paper includes I paper ie., speed test,

II paper i.e., typing of five different manuscript questions from a confused, abbreviated and

unarranged matter into proper form by conecting spelling mistakes, expanding abbreviations etc.,

and Computer Word Processing II. Special attention should be paid for accuracy and neatness.

There must be a separate minimum of 4070 for each Paper for a pass. Candidates who commit more

than 57o mistakes are not eligible for pass.

TYPEWRITING ENGLISH HIGH SPEED

Candidates who have successfully completed higher grade examinalion can appear for high

speed examination when they acquire 67.5 w.p.m. or 337.5 strokes p.rn. There will bt only one

speed test for high speed exarn and those who commit more than 37o of onrission/omission and

mistakes are not eligible for pass.

SYLLABUS

TYPEWRITING MALAYALAM LOWER

Candidate should acquire speed of 25 w.p.m. ie., 125 strokes per minute. There will be two

theory papers and for the typewriting lower grade examination. Theory paper includes I paper ie.'

speed test, II Paper ie., typing of 4 different manuscript questions from a confused, abbreviated and

unarranged matter into proper form by correcting spelling mistakes, expanding the abbreviations

etc. Speciat attention should be paid for accuracy and neatness. There must be separale minimum

of 40?o fot each paper for a pass. Candidates who commit more than 77o of mistakes are not

eligible for a pass in the speed test.

TYPEWRITING MALAYALAM HIGHER

Candidates who have successfully completed the lower grade examination can appear for

higher grade examination when they acquire 40 w.p.m. or 200 strokes p.m. There will be 2 theory

papers for the typwriting higher-grade examination. Theory paper includes I paper ie., speed test,

II Paper ie., typing of 5 different manuscript questions from a confused, abbreviated and unarranged
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matterintoproperformbycofiectingspellingmistakes,expandingabbreviationsetc.,special

ffi:,t*.]t'J,t-J * paid for accuracv and neamess'

,,,ri'^lf,YEl[oh!tr::::::stakes or ress are erigibre ror

Candidates who commits 24'5 words mishke or 125-suol

"*

,.l
-kr

a pass' Marks

100

98

96

94
o,

90

88

86

84

82

80

7E

'16

74
11

70

68

66

@

62

60

56

52

4E

44

40

Fult misuke

0

1

1

3

4

t
6

7

8

9

l0
ll
12

l3
l4
l5
l6
l7
r8

r9

20

2l
rt1

2!
24

24.5125

Subject of Study anit Scheme of Evaluation

Shon Hoatt Englkh (Lowcr)

';st'[['glrr:,
Total

Evaluation of marks

15

50
50
100

f
'i.tr
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Shorthand English I Paper

50
7 minutes
20 marks

Subject

Maximum Marks
Trme for dictation
Minimum for pass

I

Candidate will have to take down in Shorthand an English passage dictated at 80 w.p.m. The

passaBe shall consist of two parts: viz.,

a. A Speech, essay or any such matter of 400 words

b. A simple ofFrcial or business letler of 160 words

The dictated passage shall be transcribed into long hand. Trme allowed for transcripdon is I

hour and 5 minutes. Maximum permissible mistakes or omissions or omissions and mistakes together

shall tr 57o. i.e.,28. Those who commit more than 28 mistakes shall be considered as failed.

Omissions shall be treated as full mismkes (Omission of words, full stops, exclamation marks

and question mark). Omission of paragraph/indentation and important punctuations (semi-colon,

colon&comma) shall be heated as half mistates.

. SCHEME OF YALUATION

Number of mistakes
,,,ti,
rli
li

I

ll;,r
ii!.,

I,

It

0
I
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3
4
5

6
7

8

9
l0
1l
t2
l3
t4
l5
l6
t7
l8
l9
20
2t
22
23
24
25

26
27

28

Marks
50
49.5

49
48.5
4E

47.5
47

46
45

44
43
42
4l
40
39

3E

36.75

35.5

t4.25
33

31.25

30.5
29' 
21.5
26
u.5
23
2t'.5
20
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Clasifcttion of rytssed 
catdidttcs

rt

Subject

Maximum Marks :

Minimum for a Pass :

Time

I PaPer

II Paper

Shorthand (English) Lr)wcr Il Paper

50

20

1 Hour 15 minutes

l0 marks

l0 marks

t5 Marks

15 Marks

't5%

75%

EYaluation of Marks

100

50

50

200

€

,*

a

The question paper shall consist of :

I. Transcription of a lithographed
' 

O*r"* "t 
200 words into shofl hand

2. Transcription of an English passage of

200 words into Shorthand

3. Answering of4 questions * * 
:tt^::l]:'-' 

o, *,** System of Shorthand (covertng

;;;; and includins exercise No lzl4)

t. Summarising a passage (English) of 360 words

into one-third' The Passage may be a Public

SPe€ch, an essay or even a story - (Pad there o0

#
+B

:#

b

I Class

ll Class

Total

In between 4A* ud 74%

Subject of Study and Sclrr:nre o[ Evaluation

Shorthanrl English(Higher)

Subject

Shonhand English I PaPer (SPeed)

:ffilni;""G tr Paper (Elaboration or Notes) |

ilffi;;r"G lu Pape(condensation and Theorv) :

SHORTHAND ENGLISTI }IIGHER GRADE

: Shorthand English I PaPer

iiName of PaPer

Maximum Marks 100

Minimum marks required for pass : zl0 
:

Trme for dictation ' , 
: : 7':".,t:'^ 

^^".":-a speech, essay or story or part

Candidates shall have to uke down in shonhand ' '"""";;;;-"""'OU" of 240 words

thereof-of about 600 words and a letrcr-offrcial' professional or t

dichted at 120 w'p m' oi"totion oi tp"J tnu" * regulated at every quarter of the minute'

17
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The dictated passage shall be transcribed into longhand in I hour and 30 minutes time.

Maximum permissible mishkes/enors and omissions together shatl be 4%) ie.,34. Those who

exceed this limit shall be deemed to have failed. Omission shall be treated as full mistakes'

(omissions of words, futl stops, exclamation marks, question marks). omission of paragraph

indentations, and important punctuation (semi colon, comma, colon) shall be treated as half mistakes.

SCHEME OF VALUATION

Number of mistakes : Marks

l:-

n

+

0
I
2

3
4
5

6
7

8

9
l0
ll
12

l5
l4
l5
t6
l7
1E

l9
20
2l
22
23

24
25

26
27

28

29

30
3l
32

31
l4

Name of Paper

Maximum Marks

Minimum for pass

fime for dictation

SHORTIIAND ENGLISH IIIGIIER GRADE

r00
99
98

95

97
96

94
93
92
9l
90
88

86
84
82
80
78
't6

74
72
70
68

66
&
62
60
58
56
54
52
50
47.5
45
42.5
40

Shorthand@nglish) Higher II Paper Elaboration
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Brief notes of varied character covering any four of the following shall be dictated at a speed

of 120 w.p.m. for a period not exceeding 4 minutes' Speed shall be regulated at every quarter of

the time. Proper names and figures shall be dictated clearly'

a. OfFrcia.l, professional or business correspondence

b. Notice inviting tenders

c. Advenisement for jobs and applications in response to them

d. Circular and Petitions

. e. Eye witness account of an accident /event/incident

f. Letter to the Editor

g. Press Note

h. Govemment Order

Notice concerning the general body meeting of a Joint stock comPany or similar

body

j. Matters of Public interest.

candidates shall have to take down the dictation in shonhand arrd elaborated them in their

proper form.(trtter fonn/tender form/docurnentary form etc')

Time for elaboralion I % hours

SHORTTIAND ENGLISH HIGTMR III PAPER

{
t

Name of paper

Maximum Marks
Minimum for pass

Trme for dictation
Time for answering

Shorthand English III Paper (Condensation and theory)

50

?9-
7 ininutes
2 h hours

In this first pan candidates shall have to answer questions of the principles of shorthand

based on the syllabus i.e., from Exercise 145 onwards to the end of pitman Instructor. There shall

be 4 questions - obje.tive and short note type.

Candidates will have to iake down in shorthand a passage - a speech, essay or story - of 840

words dictated at 120 w.p.m..The same shall be condensed into longhand in indirect sPeech to its

one-third i.e., 280 words.

,candidates shatl also have to transcribe into longhand a passage of about 200 words of

lithographed shorthand matter.

candidates shall have to transcribe into shorthand, a tonghand passage of about 200 words

in reporting style employing principles of,advanced phraseography'

19
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Alloeation of muhs

Principles of Pitman Shorthand

Transcription of shorthand matter

into longhand

Transcription of longhand into shorthand -

Condensation

Total

30Vo

20Vo

207o

3OVo

Subject ol Stvt t and Scheme of Evaluation

Shorrhand Engllsh High SPeed

15 marks

l0 marks

l0marks

l5marks

50 marks

i

JA
c{!

1

:

t
1

!

N

*

Cbssifca tiott of passcd candit'.tes

If a candidates secures 75% of marks in all rhe papers togerher he./she shall be deemed to

havepassedinfirstctass.Alltheothersshallbedeemedtohavepassedinsecondclassi.e.,(marks
tn between 7 5Vo and 4O9o)
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Subject

Shorthand English I PaPer (SPeed)

Shonhand English II Paper (Condensation)

Evaluation of marks

100

100

200

1:i

il
,l
t.i

i;i

i,i

:i

,'l

Total

SHORTTHND ENGLISH I{IGH SPEED

Papcr I Dictztion:

Candidates shall have to take down in shorthand a Passage - a speech' essay or any other

matter-dictated-l50w.p.m.Ttmefordictation-5minutes.Maximummarks-l00.Timefor
transcriptionislhour15minutes.Maximumpermissibl,emishkes/elTororelTotsandomissions
rogerhe; shall nor exceed 3 Vo of the total words i.e., 23 mistakes. Ctassification of mistakes is

exacrry rhe same as sp€ciried -::ffffX 
Joll";' 

*** ,."0"

Number of mistakes Marks

r00
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70
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60

58

56

54

52

50
49

48

41

46

15

M
43

42

4t
40

PAPERII CONDENSATION

rime iTilllii' ****
Time for TranscriPtion : id-
Marks thand dichted at 150 w p'm' The

Candidates shall have to t"ke down a Passase'" 1*1t::::::' 
""*"", 

*" n*n

same shall be condensed ''""' 
*"nJi""i*st *o 

'1u 
n:oli:t *n"'"'"r necessary' The lengh

of the condensed passage shall i"'"""-*t" o-f the originat passage i'e ' 250 words'

Those who obBin ?57o of marks in both papers (separately or together) shall be placed in

the I Class. Alt the others 
'" 

o"t*"el' io* 
'nO 

*'oare placed in II class' However' seParate

*,nr^urn is a must for a pass in both paprs'

Subiecl o! S'udt ond Schcmc oJ Evaluotion

shoahud Moltyabm 

'l-ower Evaluation of marks

8

9

10

il
t2
13

l4
l5
16

17

18

19

20

2l
1J

23

,{(r

I

I

I

I
i

Subject

Shorthand MalaYalam I PaPer :

ihorttrand MalaYalam ll PaPer :

Maximum marks

Minimum for Pass

Time foi dictadon

50
50

100

50

20
7 minutes

Total

t
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I
I

SHORTHAND MALAYALAM LOWER

\
t
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t'

I
I
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i
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i
I

)assage - a sPeech' essay' story

The candidate shall have to take down in sho(hand' a 

'[
dic*red at 50 w'p m' rt'" aitt^tjl ffi;;J; ranscribed into l-onshand-time allowed for

transcriPtion is l7r hours'

Maximum permissible mistakes is limited to 5%'
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Calculation of words shall be made on the basis of an average of 3/2 letters per word.
A semi-vowel or a semi vocal shall be calculated as 72 letter.
A compound letter may be calculated as one lefter.
Mistakes may be counted as letters.

Total mistakes allowable is 6l letters.

SCHEME OF VALUATION

Number of mistakes Marks
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46
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40
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SHORTHAND MALAYALAM LOWER II PAPER

Maximum Marks : 50' '

Time' : I Hour

The sccond papcr thall consist of:

l. 4 questions on principles of shorthand

2. Transcription of 5 short sentences of tong hand into shorrhand

3. Transcription of 5 sentences flittographed) of sho(hand ino longhand -

Classification of passed candidates:

I Class - 75%

II Class - In between 40% Md74%

2.

20 marks

15 marks

15 marks

i,:

i

,

',lrrri

ri

.:|

i
':



4+
N

Subject o! Stydy and Scheme of Ewlnolion

SH ORTHAN D M AT-AYAIAM HIG HER

- Evaluation of lvlarks

50
Subiect

Shorthand MalaYalam I PaPer

Shonhand MataYalam II PaPer

(Elaboration)

Shonhand MalaYalam III PaPer

(Condensation and theory)

Maximum Marks

Minimum for Pass

Time for dictation

Nunrber oI nristakes

0

I,2
3

4

6

7

8

50

50

150

Total

SHORTHAND MAI'^YAL'^M EIGHER I PAPER

I

I
I

I
I

t
I
i

I
i
l

I

words Per minute'

Time for EanscriPtion - 2 hours

The shorthand passage shall be transcribed into longhand' Maximum permissibte mishkes/

enor, or errors and omissions together shall be 4%''

The candidate shall have to take down in shorthand a Passage of 525 words dictated at 75

, i: ,

Calculation of words shalt bc madg on the basis of an averge of 3tlz letters per word

il.a**' or a semi vocat shall bc calculated as y2 leter'

A compound letter may be calcutatcd as one letter'

Mistake maY be counted as [e$ers'

Totat mistakes allowable is 74 letters'

SC}IBME OF VALUATION
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9-32
l0 3l
1l 30

l2-29
t3 28

14-27
15 26

t6-zs
17-24
lE-23
19 22
20-zt
2l-zo

SHORT}IAND MALAYALAM HIGHER II PAPER

Name of paper
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#
H
ff
m

$
B

Time of dictation

Maximum Marks

Minimum for pass

Shonhand (Malayatam)Higher II paper

Elaborated

4 minutes

50

20

Brief notes of varied character covering any four of the following shall be dictated at a speed
of 75 words per minute for a period not exceeding 4 minutes. speed sha be regurated at every
quarter of the minute. proper names and figures shall be dictated clearly.

a. Official, professional or business correspondence

b. Notice inviting tenders

c. Advenisement for jobs and applications in r"sponse ro them

d. Circular and petitions

e. Eye'witness of an accident/event/incident

f. l-etter to rhe Editor

g. Press Note

h. Govemment Order

i. Notice concerning the general body meeting of a Joint stock company or simitar body
j. Matters of public interest

candidate sha.lr have to take down the dictation in shorthand and elaborate them in
their proper form. (-etter foim/tender forrn/documentary form etc.)

Time for Elaboration - I Zz hours
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SIIORTHAND MALAYALAM III PAPER (HIGHER)

Name of PaPer

Maximum Marks :

Minimum for Pass I

Time for dictation :

Tirne for answering :

In the first part candidates shall have

U.r"O on,n" shorthand text book' There slia

Shonhand (MalaYalam) III PaPer

(Condensation and theory)

50

20

7 minutes

2 h hours

a'unrlr", ou"u'ons on the principles of shorthand

tt U. + qu",tion' - objective and short note type'

Candidates will have to uke down in shorthand a

*"ro;;;..*o at 75 w'P m The same shall be condens

passage- a speech' essay or story of 525

Jo t". 
""ti"o 

in indirect speech to its

one-third i.e.' 175 words' 
passage of ahout 200 words of

Car:rlidates shall also have to fanscribe into longhand a

lithographed shorthand matter' 
.. .- -L^ahan.l a longhand passage of about 200 words

Candidates shall have' to Eanscribe into shorthand' a longt

in reporting style-employing principles of advanced phraseography'
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Alhcation of 
'nzrhs:

PrinciPles of shorthand

TranscriPtion of shorthand

'Matter into longhand

TranscriPtion of longhand

into shorthand

Condensation

Total

between 74% and 40%)

10%

2O9o

2O1o

30%

15 marks

l0 marks

10 marks

15 marks

50 marks

I

i

I

I
I

Clztsifuatiotr of pas*d candidatcs 
tnoether he/she shall be deemed to have

If a candidate secures 757o of marks in all the papers logether ns'ns';; 
;;.t ie', (marks in

,J;;;;;;;s' All the others sharr bc deemcd to have Pass
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