Fatima College (Automonous)
Madurai-18

Fatima College Typewriting Institute
In Collaboration with
&overnment of Tamil Nadu
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Offers Courses on
Typewriting - English - Junior Grade

Venue : N5 (Nivedita Block
Fees : Rs. 1500/-

Duration: 6 Months
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BUDGET No 1 (Flrst Fingermg) EXERCISE 1
LSS0 sneonlsstL@stenu elgeasner awdgisaater 158 masgis OsTeTeTalD. SULEH QS GCaleRmgw
ugSemil SLLEGL LI iHds0 B FILILD oSS C\BTEN(B DiGEDerT DL BID LIMTSSIS C\STe® Sae\ands efiTeomsd
SLBDELNSID D5 SUPSS DNBIGESST _S5ESIS ASNCL S L &6 OFILD.

Type the following fingering exercise Jor 2 days:

asdf ;lkj asdf }1kj asdf ;1lkj asdf ;lkj asdf ;lkj asdf ;1kj

asdf ;1lkj asdf ;1lkj asdf ;lkj asdf ;1lkj asdf ;lkj asdf ;lkj

asdf ;lkj asdf ;1kj asdf ;lkj asdf ;1kj asdf ;1lkj asdf ;1kj
EXERCISE No.2

Type the following words 3 lines each or type the following lines 10 times each:

s gIsmaer Snes GenLasue CEISSIL 6 evTHed LB O1ET6060E O\ETENGL SL.LE8: ORIz

I 1P shiepssni DS 2 1 o efneomsta s d Foppub ; K j erflensses Saibu CaismGib.

BLLEs OFLubCLNg: 5 euflé@L LTeiTenT Qb auft Bean Ceustil Didaions A (B DIPGD Si'L &8 OFUNLOYLD.

ask lad jad kad add all laf kdf jdd 1sd las kaj jad dsd dfd lads;

sad fad ass sal dal dad jak fall asks adds flask salad jdfa lkdf




BUDGET I (First Fingering) EXERCISE No.3 2]
Type the following fingering Exercise for 2 days:
asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;1kjhj asdfgf ;lkjhj
asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;1lkjhj asdfgf ;1lkjhj
asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj

| EXERCISE No.4 e
Type the following words 3 lines each or type the following lines 10 times each:
i gisseven Sxnen SevLOeuer GEISSILSH DETEE0 LGOI S\zenedls: EVENCTTEL HI. LF8: O\FUIG.
REUOCUND RSS! shiengeniu SiwsBue Lsirsigeonara s d fwpoub ; | K j afersses Swibu Couen@io.
SLLse aFLGLINg 5 afseL1 Lsiemi e aufl @evL Osusf SiBswns 6@ SHpSDH BIL &8 OFUIIGYD.
all ass jag alas fall gala dash flash shall galls jalal flasks
ask ash gas lads half slag kala slash flask shads flags dhalls
lad add has fads flag glad hash salad falls glass ladak salads
fag jak lag adds gaff lash shad alkal algal saghs halda kallal
had sad hag lass lags jags hall lakhs halls dhall fasal jalals

BUDGET I (Second Fingering)




asdfand;lkjSBueoe auf &M@ epsHsseT (guide keys) Sp@id. aLGURGID sfipeosemen el M @D erepg;ded

wusSmes Cacm@. Gsamaumer siigasso LG BoisE CHMAITET apEMmS WS UL s aFgefl@. Bem®id

EXERCISE No.5

suflam b ereps;Peir g evousHemds GousinrBid.
Type the following fingering for two days:
elpSgisasmen Sy GevL Qeuer GBI sit euHed L@umﬂ@j 6\&n6bedlé: O\ET6IIGL SL.L 58 O1eiLIs.
DU a5 shensenil JwsEw 2L siv afigeossi @ S d Fipgub ; 1 K j erflsnssss SimibL Gausin@ib.
BLLES e DB 5 anfiéeLl et @ arfl GeoLeuefl Didsions 6@ HWSD HLLEE OFiwayb.

awerqfa ;oiupj; awerqgfa
awerqgfa ;oiupj; awerqgfa
awergfa ;oiupj; awergfa

she

woe
are
air
for
her
row

wipe usual
ship glare
rope fokes
fire folds
four paper
lead jokes
page kodak

please
equals
fields
drawer
regaxrd
apples
phrase

EXERCISE No.6
Type the following words 3 lines each or type the following lines 10 times each:
siipSgissenean Fnen GeoLeuef BBISSIL 651 LoeTHed LSu o) 615me0edld: OETERTGL BL.L 58 O\l
BT 1S5 stlewsemiu AipsBuwie L s igevseta S d fiwpmud ; | K j aflsnssss Smibu GeusnGid.
BLLF& ELILIDCUNE) S suflé@Li Neieomt @5 eurfl et 6usrll HBHIDNS 6O G SUDSD HLLF& QEinueyb.

warlike
dollers
speaker
liquids
realise
offered
jealous

dislike
euqgrrel
realise
welders
episode
upholds
quashed

quiffie
peakish
espouse

desires

warfare
rewards
wishful

illegal
odorous
federal
defiles
require
sailors
refresh

;oiupj; awerqgfa ;oiupj; awergfa ;oiupj;
;oiupj; awerqfa ;oiupj; awerqgfa ;oiupj;
;oiup]j; awerqgfa ;oiupj; awerqgfa ;oiupj;

uproars
parlour
jailors
failure
illpaid
powders
showers




*

?rk
key
hot
v
oo
yet
pot
yet
|
|

four
wire
last
rise
your
with
weak
with

poor
will
tyre
here
week

type

this

type

(Second Fingering continuation) EXERCISE No.7

Type the following words 3 lines each or type the following lines 10 times each:
gftfrf hjyjuj gftfrf hjyjuj gftfrf hjyjuj gftfrf hjyjuj gftfrf
gftfrf ijjuj gftfrf hjyjuj gftfrf hjyjuj gftfrf hjyjuj gftfrf

there yellow
atlas porter
start treaty
guild purely
power letter
pages weight
wises quotes
pages weight

EXERCISE No.8
T; ype the following words 3 lines each or type the following lines 10 times each:

a@ggjamm Funen SevLeeuer GBISFILEH LD6ATHED LIBWIOTDI Q06015 \EMETTBL SL..LEG: O1FUIS.
QEORITE aWESI chasami SiwsHu s eiiessta s d f wppib ; | K arfiensées Swibu Gasn@id.
gL.Ls& Qe bGung 5 auflseL eren b afl GeoL eeuel HPsions 66 SIDSD HL L& C1FULIeND.

frieght
towards
whether
through

largely

theatre
thought
theatre

surprise
jugglers
detailed
flotilla
youthful
eyesight
disloyal
eyesight

disfigure
territory
despérate
desperate
proposals
yésterday
spiritual
yesterday

regularly
therefore
preferred
typewrite
struggles
authority
telegraph
authority

LuHA SpMbLIGES peiT Sipssen_aubenn [Beneursfleo 61EIT6TS. -
&an@mhéh@hmdhLémﬂw'émmﬁmJnhéMmhnnmﬁtm@Q@hmﬁgﬁﬁ&amdhﬁmmgb
A6 eIfiselr HI'LEFs OISR LB tNAbHAmLG S ILIBIGOD.
asdfgf ;1kjhj asdfgf ;1kjhj asdfgf ;lkjhj asdfgf ;lkjhj
awerqfa ;oiupj; awerqgfa ;oiupj; awergfa ;oiupj; awerqfa ;oiupj;

|

|




/

Budget 1II (Third Fingering

SPACE BAR

Iypethejbﬂbndngjbqaningj%rbwoahw&
TS gisenen Sner Gevt Seuer GBS SI_ebr DeTed LIujomm) 616 eosdle: O\ mesT@L SLLEG OIS
SO TS5 AL DiSBILI © L 6ir efigeomen A sdfwppib ; 1k j erflensses Smibu Gausio@un.
BlLE& aauilutb(‘surrg 5 eufles@ L) Liebresmt ap aurfl @ewLoreuerl SiB&10na 6B HNPGD SLLES OFUILIOD.
azxcvf ;,mnbj azxcvf ;,mnbj azxcvf ;,mnbj azxcvf ;,mnbj
azxcvf ;,mnbj azxcvf ;,mnbj azxcvf ;,mnbj azxcvf ;,mnbj
azxcvf ; mnbj azxcvf ;,mnbj azxcvf ;,mnbj azxcvf ; ;mnbj
EXERCISE'No.10
Type the following lines EACH 10 times:
TpSgissenen FInen GevL eus GrISEL it Wem1ed LD 15 TEDE0NS ETETRTCL Si.L 6 V1S,
BEUUTID 6T(PSSI eflemeemL AupSdu 2 1 6ir sigossra S d f wihmib ; | K j efiensses SBLbLI GévetorBLb.
BLLES QFULILIDELNG S aurfiéeL1 Leiten @ arfl SepLoiaierf Sid&10na: 66l B ANPGD SLL & OFuILIaYLD.
move tonic zenith symbols examined available preaching
many zonal banana ammonia envelope lampblack excitement
jump claks vessel logical gracious displaced appearance
name climb nerves minimum vexation hexagonal resolution




hand axled madams recruit thousand candidate allowances. . v (’
xray enemy verbal maximum planting adverbial hereditary
bone juice except machine becoming pavements sanctioned

ice-bound upper-case left-handed duck-worth cloth-market

year-book north-east fish-market milk-white oil-planting
hay-stack south-west zip-fastner milk-booth duster-cioth

EXERCISE No.11

Type the following exercise 3 days without any mistake::
abcdefghijklmnopgrstuvwxyz., /- abcdefghijklmnopgrstuvwxyz., ; &60 [HITEIT
abcdefghijklmnopqrstuvwxyz.,; abedefghijklmnopgrstuvwxyz. , -
zyxwvutsrqponmlkjihgfedcba.,; zyxwvutsrqponmlkjihgfedcba.,; S\TEGOTLIMD [HIeiT
zyxwvutsrqponmlkjihgfédcba.,; zyxwvutsrqponmlkjihgfedcba.,;
abcdefghijklmnopgrstuvwxyz., ; zyxwvutsrqponmlkjihgfedcba.,; APEITIDLD [BITET
abcdefghijklmnopgrstuvwxyz. , / zyxwvutsrqponmlkjihgfedcba;,;

EXERCISE No.12 _

Type the following words 3 lines each or type the following lines 10 times each:

SIS SIGaEeT FITET SeoLeeusrll GEISSIL6iT eed LuionD) O15ME0s0E: O\BTETOL Hi. 158 O\FUIS.

QAN SRS SHEFeIL SRS 8- L6 eipsoserasdf wipmib ; 1 k afewsses Smbu @euetorBLD.
SLEE QEliLbGLIng 5 aullsEL Wetrentit qp eufl @evLOeuerfl Sids1ons 68l @ MNpSD BLLEE S\FWILIaYLD.
best rubber windful victuals exemption commission contingency

firm angels zephyra election partition directions questioning

cave banner liberal examples amendment sanctioned observation

each follow wafting foolscap published resolution familiarity

card ribbon subject umbrella automatic canvassing corporation

only cannot between indulged machinery hereditary incorporate

face greedy ordinal medicine accompany correction performance




EXERCISE No.13 2

Type the following lines EACH 10 times:
SRS SIhsmen S BevLoeue GBS 51 ewed LG Lommy 15 Te0sbld OaTETTGL SL.LES OFIG.
VAU 6115 5| shlemeapul SiwsSiu & L i sfirsosen @ S d Fppud ; 1 K j sufsnsées Smibu Gaisia@ib.
BLF& QFILDBLING) 5 eifié@Li 1Neitemmt b eurfl Bentciouerd SiBe1ons el @ SIPSD S L& Oerliieyid.

(Use Left Shift Key for tying right side capital letters. Use right Shift Key for tying left side capita! ietters.)
June Sheela Vignesh January Saturday Bhuvanesh Washington
July Sunday October Akilesh Fabruary September Trivandrum
Rita Monday England Newyork November Venkatesh Thirupathi
Ooty August Jawahar Tuesday December Wednesday Vijayawada
Rama Friday Chennai Chandra Thursday Meenakshi Mannarkudi
Iran Europe Lakshmi Calicut Sivakasi Hyderabad Villupuram
Urag Palani Raichur Johnson Peshawar Indonesia Kodaikanal

'BUDGET IV (Fourth Fingering) EXERCISE No.14

SPACE BAR




—

Type the following lines EACH 10 times:
al2345€ ;098763 a12345f ;098767 a12345f ;098767 a12345f ;098767
al2345f ;098763 al2345f ;098767 al2345f ;098763 al2345£ ;098767
EXERCISE No.15

Type the following lines EACH 10 times: :
765 1862 1738 12,735 19,635 2,61,583 1,26,835 67,02,600
323 4456 7453 11,199 19,030 6,86,123 6,62,234.13,95,675
426 1025 1635 12,875 19,389 8,932,044 7,91,000 23,39,490
503 5912 9155 19,840 20,375 3,22,994 8,88,385 45,30,129

(Fourth Fingering continuation) EXERCISE No.16
Type 25 perfect lines: '
*”0/0@ £ )(v&_ *”o/o@ £ )(v&— *”%@ £ )(v&_ *”0/0@ £ )(v&_' *”o//o@ £ )(v&_
*”o/o‘@ £ )(v&_ *”0/0@ £ )(v&_ *”%@ £ )(v&_ *”o/o@ £ )(v&_ *”o/o@ £ )(v&_
1*273%4@5% 0)9(8'7&6_ 1*273%4@5% 0)9(8'7&6_ 1%273%4@58 0)9(8'7&6_.
1%273%4@58 0)9(8'7&6_ 1%273%4@58 0)9(8'7&6_ 1%273%4@58 0)9(8'7&6_

| EXERCISE No.17 _

Type the following lines EACH 10 times:
1. Frowzy quacks yawned and jumped, vex and blight.
2. No private matter should be typed without permission.
3. Do not stand near or behind any student while he is at work.
4. Type on both sides of the paper. Always use backing sheet.
5. Do not talk to your neighbour while typing.

6. May we have Jack Squires fix the big lamps for Andy Ziegler?




EXERCISE No.18
Type the following paragraph FIVE times in double line spacing:
s sibaemen Smen Beveesefll CHISHILEH wenigied Liupormp CleTmedstls: EeTTeL SL.LEE QTS
: gﬁawn@ﬁw-mawmu@rsﬂuéMasdfmmb;ikj afiensses SbL CaieRm@Lb.
SLLESHOFMUDCLNS S amseL feent O auft BeoroOeaf Difmons efi G HNPSD SLLES QFUILIaD.
1. Pack my box with five dozen liquor jugs. -
2 A quick brown fox jumped over the lazy dog.
3. Did James get very few boxes of this size opened so quickly?
4. Will Van and Joe pick the six men for my big quiz?
5. Handy Jack's quixotic laziness may grow to be far expensive.
6. Hal Ritz was requested to pick five or six new Judges by May.
7. Five prizes were quickly distributed by the Judge to examinees.
8. John quickly extemporizes five wooden bags.
9. The Job requires extra pluck and zeal from every young wage earnetr.
10. We dislike to exchange job lots of sizes varying from a quarter up.
11. Probably my oxen will haul a dozen loads of graval just quickly.
12. The black jury fixed up the question of prizes with the Government.
13. Quick wafting zephyrs vex bold him.
14. Frozy quacks jump vex and blight.
15. Men live by deeds and not by years.
16. Live not to eat, but eat to live.
17. Metal or Rexin cover keeps the typewriter out of dirt and dust.
18. Rubber Feet keep the machine firm and in a raised position.
19. Cowl Plate protects the ribbon and types from dirt and dust.
20. Moral courage is the rarest of human virtues.




Exercise 19
Type the following paragraph FIVE times in double line spacing:
The Typewriter was invented by My. Henry Mill in the year 1714.
We are allowing 20% discount for immediate payment.
I gave him a cheque for Rs.499.90 p.
1 paid interest @ 2% on the debt of Rs.1,000/-.
Every Indian said “Partition is bad”.
Krishna got 3/4 and Raman 1/4 of their shares.
The cost of a good alaram clock 1s $4.
Have you seen the famous Chitra Festival of Madurai?
Kumar & Srikumar sailed on 2nd February 1988 for London.
Received 3 sets of Typist's (2'6”) & Chairs (1'6”).
What a beauty it is which I enjoyed in Cubbon Park!
First a-z, z-a should be typed before typing the speed passages.
Use always a quick, firm and uniform touch. =~
Always insert backing sheet of paper while typing.
Gandhiji was born in 1869, at BORBANDAR in Gujarat.
India became INDEPENDENT in 1947.
Hear twice before you speak once.
Fear of God is the beginning of wisdom.
Always follow the traffic rules, which is the basic of obedience,
No father ever desires to serve his child 1ll.
Patience is plaster for all source. .
Madurai Sri Meenaksi Pathipagam is publishing Typewriting, Shorthand and

Computer on Office Automation books and Shorthand CDs.




Exercise 20 @
Type the following passage five times in double line spacing, leaving 5 spaces for paragraph.

If you have ambition and are enthusiastic, you will quickly succeed in your
journey towards the goal of the experts who became wizards of the keys. Let accuracy
be the foundation from which you make a quick advance to join the ranks of those who
are neither too lax nor too lazy to store the fortress of high speed. A ‘thorough
knowledge of the key board is the pre-requisite of the zealous Typist who desires to
excel in the works of enjoying envied distinction of those who become champions.

The student should daily practice for some time of balanced sentences, 1.e.
sentences in which the letters are equaily-distributed between the left and right hands,
as well as alphabetical sentences. Attention must be paid to correct fingering and
right degree of touch. The fingers from the keys and the thumb from the space bar
should be withdrawn and the carriage returned by the line space lever without any loss
of time. The time occupied in changing sheets/paper as well as in locating the last or
‘catch’ word typed on a previcus page must be reduced to a minimum. Repetition is the
best means of gaining speed. By repetition it does not mean the exclusive typing or one
chosen passage alone. What the student should do, is to select an easy passage and
practice repeating on it till it could be typed rapidly and accurately. Then another
passage should be taken up; and so on. By this method, the student should reach a
high level to attainment sooner than he would, if he had never practiced twice on the
same piece.




- Exercise 21 (12
Type the following passage five times in double line spacing, leaving 5 spaces for paragraph.

Before acquiring the ability to type accurately, the student should on no
account try to typewrite at a speed that is beyond his control. In the craze for speed
the student is tempted to ignore all the golden rules of the 'touch' method and so
commits mistakes which he afterwards correct by x-ing, scoring or over-typing, and
thus wastes his time.

~ In order to make up his loss, he tries to go faster with the result that he
commits more mistakes and gets nervous. The student should bear in mind the
proverbs “More haste: less speed” and “Haste makes waste”. Speed comes with
practice. To acquire high speed the student must practice on a variety of subjects,
(Sri Meenaksi Pathipagam, Madurai have published such variety of typewriting &
shorthand books) and must have a large amount of practice on easy matter.

More instructions regarding the standard rules to be followed in typing were
giving in this book. More particularly, international rules for division of words were
compiled and given for easy reference which will be useful not only for typing but also
in all walks of life.

Typewriting and Shorthand is called as TWIN ARTS. Those who practiced
speed in typewriter will handle the computer in a systematic manner and will gain
time using the 'touch’ or 'blind' method of typing. Madurai Sri Meenaksi Pathipagam
published Pitman Shorthand Instructor in Tamil medium for easy understanding by
students, which is more beneficial than the English version.




Sri Meenaksi Pathipagam, Madurai. (91718 12980)

®

Typewrite the following in Double Line spacing with a left margin of ten degrees

(Special attention must be paid to accuracy and neatness):-

Education is usually regarded as
the acquisition of knowledge. The term
education is defined as the “the art of
making available to each generation the
organized knowledge of the past” and “the
aggregate of all the processes by means of
which a person develops abilities,
attitudes, and other forms of positive value
in the society in which he lives”. It is, as
such, more than acquiring a body of
knowledge, involving a cluster of
attitudes, feelings, perceptions, insights,
abilities and skills of which the ability to
think independently and clearly is of the
first importance.
far as education is concerned, becomes a
~means to an end and not an.end in itself.
In a way it is simply a name for organized
information and until the student does

In fact, knowledge, as’

something with it, it remains merely as a
set of materials waiting to be transformed
into living thoughts, ideas and attitudes.
In the context of this definitional
content of education, teaching can be

viewed as an enterprise of producing

desirable changes in the people. Every
society provides in some way for the
systematic education of its uninitiated
members. Traditionally, the activities of-
the teacher are perceived in two ways: One
that has to do with intellectual (Pre-

Junior) development of students and the
other, with the acquisition of cultural

ideas. Historically, the teacher has been
looked upon by the community as one
possessing superior knowledge to that of
his students. He is not expected simply to
teach the printed matter. (J unior)




Sri Meenaksi Pathipagani, Madurai. (91718 12.980), ®

Typewrite the following in Double Line sp acing with o lejt mar in of ten degrees.
(Sgecial attention must be paid to accuracy and neatness):-

Knowledge has brought man the and social, is necessary. That is the source
power to build machines that relieve him of great power. We know the power of
of all drudgery and boredom in labour, psychiatry in the art of healing of the mass
power to manufacture goods for him in psychology n. commercial and political
incredible ‘quantities and at incredible propaganda or of Sociology and Economics
speeds, powel to conquer time and in nation building activities.

distance in the field of transport and While the modern man can handle
communication and has providedhim with and manipulate physical matter and
many comforts to increase his efficiency. physical forces with accuracy, ne is
The most powerful nations today are those unequal to the task of handling political
that are scientifically advanced. and sociological forces. Thee result is that

Knowledge has further brought man he is condemned to move from one political
power over life and growth in the field of crisis to (’Pre—Junior) another and often
agriculture and animal husbandy, stumbles into war. With the shadow of an
hygiene, " medicine and surgery. By atomic war upon mankind, the dictum
knowledge it means not only knowledge of assumes an ironical significance.
physical nature, but human nature as Knowledge is power indeed, also to destroy
well, of social and political phenomena. and annihilate. Knowledge, by itself, 1s
Indeed, & knowledge of the human mind  not enough for human betterment.
and of the nature of conduct, individual (Junior) :




— —

—

Sri Meenaksi Pathipagam, Madurai. (91718 12980)

15

Typewrite the following in Double Line spacing with a left margin of ten degrees.

(Special attention must be paid to accuracy and neatness):-

- Self-confidence, as we have seen, is
the source of strength and the secret of
success. We have therefore, been
examining at some length how one could
acquire self-confidence and continuously
Increase it, initially by conscious efforts
and thereafter as a matter of routine, we
also saw that inferiority complex is the
chief enemy of self-confidence. The
complex saps one's energy, creates serious
doubts about one's strength and capacity
and renders on diffident, cautious,
backward and inactive.  Unless one
overcomes his or her inferiority complex, it
will not be possible to acquire self-
confidence. We have, therefore,
exhaustively considered the factors that
contribute or cause inferiority complex to
develop on the part of an individual. Next

we have been studying the different ways
to get over the complex. In this context we
may further study a few practical methods
for rooting out the complex and thus
building up confidence hope and optimism.

As we have repeatedly said and
reiterated again and again, it is most
certainly and definitely possible to get ever
inferiority complex no matter how old or
deep rooted it is. All you need to master it
1s a keen desire to do so and the faith or
positive attitude that you can accomplish
it. (Pre-Junior) The second important
requirement for us is knowledge.
Knowledge is strength, it is real power and
1t 1s master key to any treasure, you want.
The very knowledge of what initially
accounted for the complex to build up one's
part will be his faith. {Junior)




.
Sri Meenaksi Pathipagamns, Madurai. (91718 12980) ©

T)jggwrite the following in Double Line spacing with o left margin of ten degrees.
i i uracy and neatnessj:-

Every one knows that what makes a Some of the good books do not
man different from birds and animals is  include just answers to the questions
his power of thinking. Solong as this was  under each chapter. This may induce the
suppressed, there will be no development. students to arrive at the answers without
On the other hand, when it is given free applying the mind. Atthestill higher level
rein, new ideas emerged and were soon of study, the guide takes special care not to
translated mto practice, making this spoonfeed the candidates whenever 2 '
world a better place to live. In many parts crisis occurs; the student has to think and
of the western world, the thinking power of solve it. In almost all cases, the student
the person is developed in every way - will succeed. In offices and factories, the
possible. The school study includes a lot of creative faculty of the worker 18 allowed to
project Wwork. The child is induced to exhibit itself. The lowest employee can

collect material either from other freely express his idea to the (Pre-
publications or from its own findings. The Junior) highest on a man-to-man basis.
college study lays much emphasis on Many years ago, about one thousand
thinking and not on memory. A large gcientists were employed in the research -
number of posters displayed 1n the department of an engineering company. If
Universities contain just one word:  oneof them comes up with a good idea, it
“Think”. will be enough for the employment of

another thousand more. (Junior)




Fatima College (Automonous) Madurai-18

Fatima College Typewriting Institute

ENGLISH TYPEWRITING COURSE- JUNIOR
20212022

Course outcome

At the end of the course the students will be able to
e Type flawlessly 30 words per minute/ (1500 Strokes) in English
e Secure jobs in Government sectors that necessities basic typewriting skills for

Data Entries.
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