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Tool list Steno English 2002


Name of trade (s) for which affiliation sought :  STENOGRAPHY  ENGLISH

Total Number of units:



No. of units in  I shift  :

No. of units in II shift  :


No. of units in III shift :

	S. No

1
	Name of the tools,  equipment and machinery as per syllabus

2
	Number required for Instructor and Trainees for one unit as per DGE&T

norms

3
	Total (units affiliated and   sought affiliat-   ion)

4
	Total number actually available for all the units

5
	Indicate shortage if any

6
	Percent-age of availability (Item wise)

7

	1
	Typewriters (16’’ carriage)
	16 
	
	
	
	

	2
	Electronic Typewriter
	1
	
	
	
	

	3
	Personal Computer
	4
	
	
	
	

	4
	Fax Machine
	1
	
	
	
	

	5
	Photocopying Machine
	1
	
	
	
	

	6
	Black Board (Ruled)
	1
	
	
	
	

	7
	Copy holders
	20 Nos. (Four extra)
	
	
	
	

	8
	Stop Watch
	1 (each Stenography                        Instructor)
	
	
	
	

	9
	Pencil Sharpener 

(Desk type)
	1 (each unit)
	
	
	
	

	10
	Tape Recorder
	1 (each unit)
	
	
	
	

	11
	Tool kit (For the Typewriter machine)
	1 (Complete set)
	
	
	
	

	12
	Dot Matrix Printer 24 pin
	1 No.
	
	
	
	

	13
	Software package: -

Office 2000,

Window (latest edition)
	
	
	
	
	

	14
	UPS 1 KVA
	1 No.
	
	
	
	

	15
	Window Type Air Conditioner 1 ton.
	1 No.
	
	
	
	

	*Except typewriter all other items can be shared with if Secretarial Practice is available in the institute.


	AUDIO VISUAL AIDS

	1
	Over Head Projector (OPH)
	1
	
	
	
	

	FURNITURE FOR UNITS (16 TRAINEES)

	1
	Typing Table
	16
	
	
	
	

	2
	Chairs
	16
	
	
	
	

	3
	Class Room Note/

Display Board 
	1
	
	
	
	

	4
	Table (For Instructors)
	2 Nos./ (One each for Class room & staff room)
	
	
	
	

	5
	Chairs (For Instructors)
	2 
	
	
	
	

	6
	Steel Almirahs
	3
	
	
	
	

	7
	Steel Lockers

 (For trainees)
	2 (with 8 to 10 cabins each)
	
	
	
	

	8
	Typing Tables (with right drawers)
	16
	
	
	
	

	9
	Typing chairs (Arm-less)
	16
	
	
	
	

	10
	Suitable Table Chair for PC
	04 Nos. each
	
	
	
	

	11
	Suitable furniture for Photocopying machine, Fax Machine, Electronic Typewriter etc.
	01
	
	
	
	


TRAINING MATERIAL

Miscellaneous consumables, Stationery. Raw-material etc. according to the timely requirements.
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