








ValnAMCumuCoq!aonOMuw :

mtmamma
School of Arts
LESSON PLAN

\No | Date 4 Topic
] 03.08.2019 | Importance of typewriting in modem era
Various kinds of typewriters based on the make, the type. the
2 | 05.08.2019 | size
Typewriting for vocational use. personal use and college
3 06.08.2019 | preparatory.
Manual typewriter, electric typewriter, electronic,world
4 07.08.2019 | processor.
5 | 08.08.2019 | Correct typing procedure
6 09.08.2019 | Manipulative control, margin steps, paper r guide.

7 | 10.08.2019 | Insertion and removal of paper in/out of machine. 2.00-4.00p.m
8 12.08.2019 | line space guage, cylinder knobs, shift key, space bar etc. 2.00-4.00p.m
Covering the key-board typing of alphabets words, phrases,

9 13.08.2019 | sentences. 2.00-4.00p.m

10 | 14.08.2019 | various parts of a typewriter and their use. 2.00-4.00p.m
Typing of number and symbol key.Typing of symbols not given

11 15.08.2019 | on the key 2.00-4.00p.m

12 | 16.08.2019 | Centering, horizontal and vertical mathematical and judgement. 2.00-4.00p.m

13 | 17.08.2019 | Proof reading and correcting of error, proof correction 2.00-4.00p.m
use of different types of erasing materials,chemical tape,

14 | 19.08.2019 | chemical liquid. 2.00-4.00p.m

15 | 20.08.2019 | machine squeezing and superseding. Key board operation 2.00-4.00p.m
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Value Added Courses on Courses on Office Secretarial practice
S.NO | REGNo | NAME OF THE CANDIDATE DEPARTMENT

I | UITREDIT | HMARIMARAPRABU § BA- ENGLISH
2 | UITBEOIS | PRIYA M SAENGLER
3| UIBEDIY | GOWTHAM § BA-ENGLISH
4 | UITBEO20 | SARAN V SA-ENGLISH
5 | UITCA061 | VUAY KUMAR M BCA
6 | UI7CA062 | FLAVIN C BCA
7| UITCA063 | ASWIN $ BCA
B | UI7CA064 | JABASRAIA P BCA
9 | UIICAD65 | YUVANRAS K BCA
10 | UI17CA067 | AJAI C BCA
11| UITCAGGR | ADITYA PRAKASH BCA
12 | UITCAO69 | YUVARAS M BCA
13 | UITCA070 | MANIKANDAN K BCA
14 | UI7CAD71 | SWATHINI K BCA
15 | UI78C009 | BHARATHBALAJ G K BSC-COMPUTER SCIENCE
16 | U178C010 | BHARATH KUMAR N BSC-COMPUTER SCIENCE
17 | UI7SCO11 | NANDAKUMAR B BSC-COMPUTER SCIENCE
18 | UI17SC012 | BOTHYRAJA M BSC-COMPUTER SCIENCE
19 | UI7SC013 | MANIKANDAN A BSC-COMPUTER SCIENCE
20 | U178C014 | DHAMODARAN B BSC-COMPUTER SCIENCE
21 | UI7SC015 | SARAVANAN K
22 | UI78C016 | SANTHOSH M
23 | W178C017 | SHARMILADEVI €
24 | U178C019 | SUDHARSAN D
25| u178¢021_| 8. DEENA
26| U175C022 | B. PREM KUMAR
27T | U178C023 | M. RAJKUMAR
28| u17sco2
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