GOVERNMENT OF TAMIL NADU
DEPARTMENT OF TECHNICAL EDUCATION
CHENNAI - 25

Government Technical Examination

Syllabus for Commerce Subjects

ACCOUNTANCY
SHORTHAND
TYPEWRITING

with effect from February 2025 Examination






DEPARTMENT OF TECHNICAL EDUCATION, CHENNAI -25
GOVERNMENT TECHNICAL EXAMINATION

Syllabus for Commerce Subjects
ACCOUNTANCY, SHORTHAND AND TYPEWRITING
with effect from February 2025 Examination

CHAIRPERSON

Thiru. T. Abraham, 1.A.S.,
Commissioner / Chairman, Board of Examinations.

EXAMINATION OFFICIALS

Thiru. K. Prabakaran,
Additional Director (Exams) (FAC).

Dr. N. Jaiganesh,
Technical Assistant
(Mechanical).

Thiru. R.V. Ranganathan,
Regional Officer - IV.

Thiru. R. Ramarathnam,
Regional Officer - II.

Thiru. M. Loganathan,
Technical Assistant
(Evaluation - I).

Thiru. P. Billigraham,
Regional Officer - III.

Tmt. N. Indrasree,
Tabulation Assistant - I.

CONVENER

Dr. K. Muthukumar,

Principal,

State Institute of Commerce Education,

Chennai.

CO-ORDINATORS

Dr. B. Balachandran,

HoD/ Modern Office Practice,

Dr. Dharmambal Govt. Polytechnic
College, Chennai.

Thiru. P. Ranjith,
Lecturer/ EEE,

Govt. Polytechnic College,
Viluppuram.

Thiru. B. Deepan Kumar,
SPCU Co-ordinator,
DoTE.

Thiru. M. Mullaivalavan,

Lecturer/ Arch. ,

Dr. Dharmambal Govt. Polytechnic
College, Chennai.



EXPERT COMMITTEE MEMBERS

Thiru. K. Suryanarayanan (Retd.),
Legislative Assembly ,
Secretariat, Chennai.

Thiru. R. Venkatakrishnan (Retd.),
Legislative Assembly,
Secretariat, Chennai.

Thiru. K. Subramaniyan (Retd.),
Govt. Polytechnic College,
Coimbatore.

Dr. R. Kanakarajammal,

Lecturer,

Dr. Dharmambal Govt. Polytechnic College,
Chennai.

Dr. M. Muthu Vadivoo,

Lecturer,

State Institute of Commerce Education,
Chennai.

Thiru. Soma Sankar,

Tamil Nadu Typewriting Computer Institutes
Association,

Srivilliputtur.

Thiru. K. Sermakkani,
Tamil Nadu Commerce Institutes Association,
Trichy.

Thiru. L. Senthil,
Tamil Nadu Typewriting Computer Institutes
Association, Kanchipuram.

Thiru. Lion N. Mohan,
South India Typewriting Computer Institutes
Association, Chennai.

Thiru. A. Chandra Sekar,
Puducherry Typewriting Computer Institutes
Association, Puducherry.

Thiru. J. Krishnamoorthy,
The Chindadripet Commerce Institute,
Chennai.

Thiru. S. Gangatharan (Retd.),
Steno-Typist Gr.II,
Coimbatore.

Thiru. S. Shanmugasundaram,
Proprietor cum Principal,
Indira Gandhi Technical Institute, Chennai.

Thiru. S. Girinathan,

Financial Control Officer, Regulatory Body,
Chief Financial Control Officer/General Office,
Chennai.

Thiru. R Chandrasekaran,

Deputy State Revenue Officer,

Office of Asst. Commissioner (State Taxation),
Chennai.

Thiru. B. Venkatakrishnan,
Tamil Nadu Commerce Institutes Association,
Trichy.

Thiru. M. Karunakaran,

Tamil Nadu Typewriting and Computer Institutes

Organisation, Madurai.

Thiru. S. Praveen Kumar,
Federation of Tamil Nadu Typewriting Institutes,
Trichy.



SI. No.

10.

11.

12.

13.

14.

15.

16.

17.

18.

INDEX

Subject
Accountancy Junior Grade
Accountancy Senior Grade
Shorthand English Junior Grade
Shorthand English Intermediate Grade
Shorthand English Senior Grade
Shorthand English High Speed Grade
Shorthand Tamil Junior Grade
Shorthand Tamil Senior Grade
Shorthand Tamil High Speed Grade
Appendix for Shorthand Tamil
Typewriting English Pre-Junior Grade
Typewriting English Junior Grade
Typewriting English Senior Grade
Typewriting English High Speed Grade
Typewriting Tamil Pre-Junior Grade
Typewriting Tamil Junior Grade
Typewriting Tamil Senior Grade

Typewriting Tamil High Speed Grade

Page No.

11
12
14
16
21
22
24
26
27
28
30

32






Time:

Time:

ACCOUNTANCYJUNIOR GRADE EXAMINATION

PAPER - |
3 Hours Max. Marks: 100

Theory of Double Entry - Objects and Advantages - Concepts and Conventions
- Rules of Debit and Credit.

Subsidiary Books: Purchase Book - Purchase Return Book - Sales Book -
Sales Return Book - Bills Receivable Book - Bills Payable Book - Cash Book -

Journal Proper.

Ledger - Kinds of Accounts Balancing and Closing of Account - Preparation of
Trial Balance.

Trial Balance - Errors disclosed and not disclosed - Preparation of Suspense
Account - Bank Reconciliation Statement.

Final Accounts of a Sole Trader - Manufacturing - Trading and Profit and Loss

Account - Balance Sheet - Final Accounts with all adjustments.

PAPER - Il
3 Hours Max. Marks: 100

Bills of Exchange - Promissory Note - Account Current - Average Due Date.

Consignment - Preparation of Account Sales - Invoice Method - Joint Venture -

Memorandum Joint Venture.

Depreciation Methods - Straight line - Reducing balance and Revaluation

Methods - Reserves and Provisions.
Self Balancing Ledgers.

Accounts of Non-Trading Concerns Receipts and Payments Account - Income

and Expenditure Accounts and Balance Sheet.



Time:

VI

Time:

Vi

ACCOUNTANCY SENIOR GRADE EXAMINATION

PAPER - |
3 Hours Max. Marks: 100

Hire Purchase - Installments - Sale or Returns - Royalty.
Departmental and Branch Accounts (Excluding Foreign Branch).

Partnership Accounts - Problems on Admission - Retirement - Death of
Partners.

Dissolution of Partnership - Insolvency of a Partner.
Amalgamation of Partnership - Conversion of Partnership into a Company.

Single Entry Book Keeping - Conversion of Single Entry into Double Entry -
Preparation of Final Accounts.

PAPER - Il
3 Hours Max. Marks: 100

Accounts relating of Fire Claims, Contracts and Investments - Double Accounts
Treatment of Replacements and Renewals.

Preparation of Cost Sheets - Contract Cost - Simple Problems on Cost
Accounts.

Company Accounts - Issue of Shares and Debentures - Redemption of
Debentures and Redeemable Preference shares - Profits prior to incorporation
- Preparation of Final Accounts as per the Companies Act 2013 (Amendment) -
Part Il form of statement of profit, Part | form of the balance sheet presented in
vertical format. (new format)

Company Amalgamations - Valuation of Shares - Absorption - Reconstruction
of Companies - Liquidation of Companies.

Nature and Importance of Management Accountancy - Interpretation at
Financial Statements.

Accounting standards (AS - 1 to AS 29) - Accounting standards issues by ICAI
— mandatory and non mandatory Accounting Standards — compliance by
companies in India.



Pass Criteria: (for both junior and senior grade)

Candidates will be declared to have passed in the Government Technical
Examinations of the subject, if he/she has secured 90 Marks in aggregate
in both I and II Papers out of 200, subject to minimum of 40 Marks in
each paper.

Marks : I paper - 100 + II paper - 100 = 200

90 marks to 119 = IT class

120 marks to 149 = I class

150 marks and above = Distinction

Question Pattern:

For Junior Grade: (for both I and II Paper)

Part A : 15 Questions - 3 Questions from each unit and each Question
carries 2 marks - 30 marks.

Part B : 5 Questions - 1 Question from each unit and each Question
carries 8 marks - 40 marks.

Part C : Answer any 2 out of 3 Questions (Problems only). Each Question
carries 15 marks - 30 marks.

For Senior Grade: (for both I and II Paper)

Part A : 15 Questions - atleast 2 Questions from each unit and each
Question carries 2 marks - 30 marks.

Part B : Answer any 5 out of 6 Questions - 1 Question from each unit and
each Question carries 8 marks — 40 marks.

Part C : Answer any 2 out of 3 Questions (Problems only). Each Question
carries 15 marks - 30 marks.

Educational / Technical Qualification:

e Candidates should Pass in SSLC or equivalent examination to appear
for Accountancy Junior Grade.

e Candidates should Pass in HSC conducted by Government of Tamil
Nadu or Pass in SSLC and Pass in Accountancy Junior Grade is
essential to appear for Accountancy Senior Grade.

e Candidates can appear for examination through Approved Commerce
Institutions or as Private Candidates.

REFERENCE BOOKS

1. Gupta, R.L& Gupta, V.K, Advanced Accounting, Sultan Chand & Sons,
New Delhi.

2. Jain & Narang, Financial Accounting, Kalyani Publishers, New Delhi.

3. Reddy, T.S & Murthy, A. Financial Accounting, Margham Publications,
Chennai.

4. Shukla & Grewal, Advanced Accounting, S. Chand & Co., New Delhi.

5. Tulsian P.C. - Financial Accounting.






SYLLABUS FOR SHORTHAND (ENGLISH)
PITMAN SYSTEM
JUNIOR GRADE - 80 WORDS PER MINUTE
FIRST PAPER: Maximum Marks: 100
I Dictation Time: 7 Minutes

To take down in Shorthand an easy passage (a narrative or speech)
consisting of 400 words and a simple Professional, Business or Official Letter
consisting of 160 words, dictated at the rate of 80 words per minute.

II Transcription Time: 1 Hour

To transcribe the above into longhand.

SECOND PAPER: Maximum Marks: 100
Time: 1 Hour & 30 Minutes

(i) To transcribe about 200 words of lithographed shorthand matter into
longhand. (30 Marks)

(ii) To answer four questions on principles of phonography. (40 Marks)

Note: The questions on item (i) and (ii) above should cover portions upto
and including exercise 144 of the Pitman Shorthand Instructor.

(iii) Longhand to Shorthand and Shorthand to Longhand. (30 Marks)
Pass Criteria:

A candidate will be declared to have passed the examination of the subject
only if he/she has secured the prescribed minimum marks for a pass, namely, 90
marks in aggregate in both I and II Papers out of 200 subject to minimum of 35

marks in each one of the Papers.

Marks: I Paper 100 + II Paper 100 = 200.

90 Marks to 119 - II Class
120 Marks to 149 - IClass
150 Marks and above - Distinction

Educational / Technical Qualification:

e Pass in SSLC or Equivalent Exam are the essential qualification for appearing
to Junior Grade.

e (Candidates are permitted only through approved institutions for Junior
Grade.



SYLLABUS FOR SHORTHAND (ENGLISH)
PITMAN SYSTEM
INTERMEDIATE GRADE - 100 WORDS PER MINUTE

FIRST PAPER: Maximum Marks: 100
I Dictation Time: 7 Minutes

To take down in Shorthand an easy passage (a narrative or speech)
consisting of 500 words and a simple Professional, Business or Official Letter
consisting of 200 words, dictated at the rate of 100 words per minute.

II Transcription Time: 1 Hour& 15Minutes
To transcribe the above into longhand.

SECOND PAPER: Maximum Marks: 100

Dictation: 4 Minutes

Time for elaboration and for answering of questions on principles: 1Hr& 45Mins

(a)To take down in Shorthand brief notes of a varied character, covering any
three of the following:-

() Official, Business or Professional correspondence;
(ii) Notice inviting Tenders;

(iii)  Advertisement for jobs;

(iv)  Circulars and Petitions; and

(v) Eye-witness account of an accident or incident.

(b)To elaborate the notes into proper letter or documentary form in longhand.
(80 Marks)
Note:- Unfamiliar terms and names should be avoided.

(c) To answer three questions on principles of phonography.
(20 Marks)
Note:- The questions on item (c) should cover portions upto and including
intersections (Exercise 187) of the Pitman Shorthand Instructor.

Pass Criteria:

A candidate will be declared to have passed the examination of the subject
only if he/she has secured the prescribed minimum marks for a pass, namely, 90
marks in aggregate in both I and II Papers out of 200 subject to minimum of 35

marks in each one of the Papers.

Marks: I Paper 100 + II Paper 100 = 200.

90 Marks to 119 - II Class
120 Marks to 149 - IClass
150 Marks and above - Distinction



Pass in Junior Grade is the essential qualification for appearing to

Intermediate Grade.
Candidates can appear through Approved Institutions or as Private

Candidates.



SYLLABUS FOR SHORTHAND (ENGLISH)
PITMAN SYSTEM
SENIOR GRADE - 120 WORDS PER MINUTE

FIRST PAPER: Maximum Marks: 100
I Dictation Time: 7 Minutes

To take down in Shorthand a passage (a narrative or speech) consisting of
600 words and a Professional, Business or Official Letter consisting of 240 words,
dictated at the rate of 120 words per minute.

II Transcription Time: 1 Hour& 30 Minutes

To transcribe the above into longhand.

SECOND PAPER: Maximum Marks: 100

Condensation: 40 Marks
I. (a) Dictation: 5 Minutes at a speed of 120 words per minute.

To take down in Shorthand a speech consisting of 600 words.

(b) Condensation:

To condense the matter into a summarized report, in an indirect form of
speech of about 200 words with suitable heading and sub-headings.

I1. Lithography (30marks)
III. Outline for words (30 marks)

Pass Criteria:

A candidate will be declared to have passed the examination of the subject
only if he/she has secured the prescribed minimum marks for a pass, namely, 90
marks in aggregate in both I and II Papers out of 200 subject to minimum of 35
marks in each one of the Papers.

Marks: I Paper 100 + II Paper 100 = 200.

90 Marks to 119 - II Class
120 Marks to 149 - I Class
150 Marks and above - Distinction

Educational / Technical Qualification:

e Pass in Intermediate Grade is essential for appearing to Shorthand English
Senior Grade.

e Candidates can appear through Approved Institutions or as Private
Candidates.



SYLLABUS FOR SHORTHAND (ENGLISH)
PITMAN SYSTEM
HIGH SPEED TESTS

1. High Speed Tests in Shorthand (English will be conducted at a speed of 150,
180 and 200 words per minute and the following syllabus is prescribed for
each of the tests.

2. The test at the speed of 150 words per minute will consist of two parts:

(a)Part I is intended to test the candidate’s ability for accurate verbatim
reproduction of a passage or matter, as indicated below, dictated for five
minutes at a speed of 150, 180 and 200 words a minute respectively.

Maximum marks: 100

The matter for dictation may include public speeches, proceedings of
legislatures, debates or other matter usually encountered in the course of

journalistic reporting. It shall be of a flowing nature and shall not be too
technical.

The time for transcription is as follows:-
150 words a minute test 1 hour and 15 minutes.
180 words a minute test - 1 hour and 30 minutes.
200 words a minute test 1 hour and 45 minutes.

(b)Part II- Passage coming within the scope of Part I above will be dictated
at the rate of 150 wpm for 150 wpm test only in five minutes. The
candidate will be required to condense the same into a cogent precise not
exceeding one-third of the length of the original passage dictated.

Time for condensation will be same as for transcription in Part I.
Maximum marks: 100

(c) For High Speed Tests at 180 and 200 words per minute, there will be no
Part II — Condensation.

Pass Criteria:

For High Speed Test 150 wpm

A candidate will be declared to have passed the examination of the subject
only if he/she has secured the prescribed minimum marks for a pass, namely, 90
marks in aggregate in both I and II Papers out of 200 subject to minimum of 35
marks in each one of the Papers.

Marks: I Paper 100 + II Paper 100 = 200.

90 Marks to 119 - II Class
120 Marks to 149 - IClass
150 Marks and above - Distinction



For High Speed Test 180/200 wpm

A candidate will be declared to have passed the examination of the subject
only if he/she has secured the prescribed minimum for a pass, namely, 45 marks
out of 100.

Marks: 100
45 marks to 59 - II Class
60 Marks to 74 - I Class
75 Marks and above - Distinction

e Pass in Senior Grade is the essential Qualification for appearing in any High
Speed Grade.
e (Candidates can appear through Approved Institutions or as Private

Candidates.
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&HM&H086(WPRS5H0 uML_SSI" L b (SLO1P)
Fooflaunsgmey (Wwpemm
Seanblemov — Hibl_HSHh @ 70 G&mbaseir

WB6L e @u(po SIGIUEST SeiT: 100
@rib: 7 HldIL_rkisseir
1. Qumdley
(1 HIOlIL_HSD@E 70 G&emhaer 6isb GmpPludul L 350 CEmhH&s6T kS eI ereflw
2 _corUuu@GSleowb 140 @&Fmhsaer O&neorL oreflgner p s Diieucy, @SMHleL
Sicvovgl UG (PSS Blq&55MBWD & (HEH0S(RSSI60 6T (RGISH6L.
GO epedTm 6T D 6T (RSGISSH6T (H ©&FT6L 6T60Td &emrdHSILIL[H D
(8 emeorienull UNi&H ).

2. aNflQeups Sl 6o1(FHISH0 Gmib: e wemflyb 15 HIBIL ki @b
&([HHO&(PRSSlev oT(Slwems NlflClapsSlev 6T (1RGIS60.

GO epedTmI 60 EOD 6T(RSEISEH6T (H &ML 6T6Td &emrdHSIL L[ D
(S ememrienul) UNTés).

SIreoTL_NTog) ST @u(po SHIGIUGTT SeiT: 100
@mmib: 6(1H wemfld 30 HIOIL_rbiss orHId
i.  emaOWWsHHU ugullepieter (Lithographed) &wmi 200 @&MH&EHEOLIW & (HEHOEH (RS SHIU
uGSleow alliflCeu (& Slev 61 (1p&IGH60. (oSl uetoT&6iT 30)
i. &HEOsWSSH NSles6r ubHd HTETE 6N9leoMeE OHEHE Nl6ML 6T(R&HIGH6L.

(L&l Uu6toT&6T 40)
i. NNOWSSOIBHE &IHSOHWHHTE LIHMIGL wWLHMID &THEHO\& WSS HHE
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BCsii&8 SietaGsrcsar

&(HEH085WHHS Csielley WsHov Hreflepidb, SresorLmb sneflepd C&isHas OIS SHSS60
90 wsluEueorser Oumibd Hlemovullev NI Sreflopd 35  WSINEUETT & EHEG S
& osmowoev CumHMIHHSTeL I [HGw CsiiES CubHDaNTES &HSUIU(H eI
wSIGUGTHEHD &EHS Nleurhiss e

WP S6L HireiT 100 — SresorL_mb Gireir 100

@58 wSHGIUGTT&HT 200

90 (WHoL 119 U - SrevorL_Mmb 6u(&UY
120 (PSH6L 149 cuemT - WH6L UGSUY
150D DiHmHE& Cueyid - Smuiy Hlemev (Distinction)

soall / QsmilmI Us &5

o &(HHOBWHEH Sonblemev @siedliG Naoreoifses USHSTD IEGUY DILEVE ASMHEG
Seneonunet Ggiiedlev Bsiid& GumHMI(Hés Geuedor(hLb.

o SmSsmMDd Oubm eueflsaiwed uvllevssiSlev uWbledm  wreBMEGEIGeT WL (KhGW
i) Sl&sE0U(H el
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Gfley 1 - @ HOILS5HDEG WPemnBu 120 @&mhser, 150 O&mbHeeT, 180
@&nhaer eTedTer)bd 65855 5l60, (PWeom@w wbg Bl hmsetles @umdwtuL. 600
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S&HHEoTLouTMIEToT 6(1h UGSlomw Dcvevd 2 corl uGSleow &fl mHIL-uwns
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abyemLw Qumdliuns, &&HHS HHeLULLID 2 1° HmeulILEHOHLID D& E
& (H&Ha Geauesor(Bib.

Nf@euwsddHev &MHES ersIusHeETeor  Chmb, Glifle) 1-6b  SlflC6usSlev
oT(R&IusHO&T Sefléasiur_ L CrruwwmEb.

SledT& MI0Y:— 150, 180 @&MMH&6T eTciTen)b GousdSlev HLGHUIUEHD (G 6SlemTe|dsaneot
Coiieys©ené@ Ulifley 2 SlemLwng).
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BCsii&8 SietaGsrcvsar

120 @&nhaser Gausd Gsiiey

WSH6L Heir 100 — &reoorL_Mb et 100.
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SYLLABUS FOR TYPEWRITING (ENGLISH)
PRE-JUNIOR GRADE - 25 WORDS PER MINUTE

SPEED TEST

Time: 10 Minutes Maximum Marks: 100

To typewrite on one side of the paper an ordinary printed passage without
heading and few figures if necessary, and not exceeding two paragraphs,
consisting of 1250 strokes, with the minimum capital letters in double line
spacing, with ten degree margin on the left. Special attention must be paid to
accuracy and neatness of execution.

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 indentation and depression of shift key. Two strokes are counted
after every full stop, interrogation mark and exclamation mark. Deduction of
marks for the mistakes committed by the candidate will be made from 100
marks.

No Second Paper
Note: Candidates will have to bring their own typewriters.
Pass Criteria:

A candidate will be declared to have passed the examination of the
subject only if he/she has secured the prescribed minimum for a pass, namely,
45 marks out of 100.

Marks: 100

45 marks to 59 - 1II Class
60 Marks to 74 - I Class

75 Marks and above - Distinction

Educational / Technical Qualification:

e Candidate must pass in Seventh Standard to appear for Pre-Junior Grade.
e Candidates can appear for Pre-Junior Grade through approved commerce
institutions only.
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SYLLABUS FOR TYPEWRITING (ENGLISH)
JUNIOR GRADE - 30 WORDS PER MINUTE

SPEED TEST - FIRST PAPER

Time: 10 Minutes Maximum Marks: 100

To typewrite on one side of the paper an ordinary printed passage with a
few figures, if necessary, not exceeding two paragraphs, consisting of 1,500
strokes, with the minimum capital letters in double line spacing, with ten degree
margin on the left. Special attention must be paid to accuracy and neatness of
execution.

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 indentation and depression of shift key. Two strokes are counted
after every full stop, interrogation mark and exclamation mark. Deduction of
marks for the mistakes committed by the candidate will be made from 100
marks.

MANUSCRIPT - SECOND PAPER
Time: 45 Minutes Maximum Marks: 100

This paper is intended to serve as a test of the candidate’s knowledge of
spelling, punctuation, printer’s correction and common abbreviations and his
ability to present in proper form, fair copies for signature wherever necessary. It
shall contain two questions consisting of the following:

(i) To type one question correctly from manuscript matter covering the
following: (50 Marks) (350 strokes)
Statistical matter with main heading sub-heading columns only.
(ii) To type one question correctly from manuscript matter of a simple nature
covering any one of the following: (50 Marks) (1050 strokes)
(@) Professional Letter; or
(b)Business Letter;  or
(c) Circular

Deduction of marks for mistakes of each question will be made from 50 marks.

Note: Candidates will have to bring their own typewriters.
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Pass Criteria:

A candidate will be declared to have passed the examination of the
subject only if he/she has secured the prescribed minimum marks for a pass,
namely, 90 marks in aggregate in both I and II Papers out of 200, subject to
minimum of 35 marks in each one of the Papers.

Marks: I Paper 100 + II Paper 100 = 200.

90 Marks to 119 - II Class
120 Marks to 149 - I Class
150 Marks and above - Distinction

e (Candidate must pass in Eighth Standard or Pass in Pre-Junior Grade to
appear for Junior Grade.

e (Candidates can appear for Junior Grade through approved commerce
institutions only.
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SYLLABUS FOR TYPEWRITING (ENGLISH)
SENIOR GRADE - 45 WORDS PER MINUTE

SPEED TEST - FIRST PAPER

Time: 10 Minutes Maximum Marks: 100

To typewrite on one side of the paper an ordinary printed passage with a
few figures, if necessary, not exceeding three paragraphs, consisting of 2,250
strokes, with the minimum capital letters in double line spacing, with ten degree
margin on the left. Special attention must be paid to accuracy and neatness of
execution.

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 indentation and depression of shift key. Two strokes are counted
after every full stop, interrogation mark and exclamation mark. Deduction of
marks for the mistakes committed by the candidate will be made from 100
marks.

MANUSCRIPT - SECOND PAPER
Time: 60 Minutes Maximum Marks: 100

This paper is intended to test the candidate’s knowledge of spelling,
punctuation, printer’s correction and common abbreviations and his ability to
present in proper form fair copies for signature wherever necessary. It shall
contain two questions consisting of the following:

(i) To type one question correctly from manuscript matter covering the
following:
(60 Marks) (800 strokes)
Statistical matter with main heading sub-heading columns only.
Deduction of marks for mistakes committed will be made from 60 marks.

(i) To type one question correctly from manuscript matter of a rough and
unarranged nature covering any one of the following:
(40 Marks) (1200 strokes)
(a) Official Letters (from Secretariat, Government Authority or Quasi
Government Office); or
(b) Demi-Official Letter; or
(c) Official Proceedings; or
(d)Legal Proceedings; or
(e) Government Orders; or
(f) Memorandum
Deduction of marks for mistakes committed will be made from 40 marks.

Note: Candidates will have to bring their own typewriters.
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Pass Criteria:

A candidate will be declared to have passed the examination of the
subject only if he/she has secured the prescribed minimum marks for a pass,
namely, 90 marks in aggregate in both I and II Papers out of 200, subject to
minimum of 35 marks in each one of the Papers.

Marks: I Paper 100 + II Paper 100 = 200.

90 Marks to 119 - II Class
120 Marks to 149 - I Class
150 Marks and above - Distinction

e (Candidate must Pass in Junior Grade to appear for Senior Grade.
e (Candidates can appear for Senior Grade through approved commerce
institutions only.
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SYLLABUS FOR TYPEWRITING (ENGLISH)
HIGH SPEED TEST - 67.5 WORDS PER MINUTE

SPEED TEST

Time: 10 Minutes Maximum Marks: 100

To typewrite on one side of the paper an ordinary printed passage with a
few figures, if necessary, not exceeding four paragraphs, consisting of 3,375
strokes, with the minimum capital letters in double line spacing, with ten degree
margin on the left. Special attention must be paid to accuracy and neatness of
execution.

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
indentation and depression of shift key. Two strokes are counted after every full
stop, interrogation mark and exclamation mark. Deduction of marks for the
mistakes committed by the candidate will be made from 100 marks.

No Second Paper
Note: Candidates will have to bring their own typewriters.
Pass Criteria:

A candidate will be declared to have passed the examination of the
subject only if he/she has secured the prescribed minimum for a pass, namely,
45 marks out of 100.

Marks: 100

45 marks to 59 - 1II Class
60 Marks to 74 - I Class

75 Marks and above - Distinction

Educational / Technical Qualification:

¢ Candidate must Pass in Senior Grade to appear for High Speed Grade.
e Candidates can appear for High Speed Grade through approved commerce
institutions only.
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