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Tool list Front Office Assistant


  Name of the Trade(s) for which affiliation is sought :  FRONT OFFICE ASSISTANT

  Total Number of units:



               Number of units in    Ist shift   :






               Number of units in   IInd shift :







               Number of units in  IIIrd shift :

	Sl.

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 affiated and sought affilia-tion)

4
	Total number actually available for all the units

5
	Indicate shortage if any

6
	Percentage of availability (Item wise)

7

	1.
	Server Computer Loaded with N/W O.S

Processor:- Pentium-4, 1.6 GHz or

Higher DR RAM :- 256 MB, HDD

40 GB,FDD:- 1.44MB,52 X CD ROM

Drive,15”SVGA colour Monitor with

32 MB graphic adaptor,104 KB,

10/100BPS Ethernet Card, Sound Card

(Speaker & Microphone)

Modem 56 KBPS

Workstation
	1

1
	
	
	
	

	2
	Processor:- Pentium-4, 1.6GHz or Higher.
	8
	
	
	
	

	3
	SD RAM :- 128 MB, HDD:-20 GB, FDD -1.44MB,

SVGA Monitor104KB,

10/100BPS Ethernet Card

Laser Printer
	1
	
	
	
	

	4
	16 Port Hub
	1
	
	
	
	

	5
	UPS 1KVA for server
	1
	
	
	
	

	6
	UPS 0.5 VA for work stations
	8
	
	
	
	

	7
	Dot matrix Pinter
	1
	
	
	
	

	8
	Multimedia projector
	1
	
	
	
	

	9
	Colour Inkjet Printer
	1
	
	
	
	

	10
	M.S. Office XP or latest (Academic version)
	1
	
	
	
	

	11
	Antivirus Software ,
	1
	
	
	
	

	12
	ISDN INTERNET CONNECTION with accessories
	1
	
	
	
	

	13
	Over head projector
	1
	
	
	
	

	14
	24” Colour T V
	1
	
	
	
	

	15
	Digital Camera with computer compatible
	1
	
	
	
	

	16
	VCD/DVD Player
	1
	
	
	
	


	17
	Various pre-recorded Cassettes on CRM
	1(One for each topic)
	
	
	
	

	18
	White Magnetic Board
	1
	
	
	
	

	19
	Heavy Duty Plain paper copier
	1
	
	
	
	

	20
	FAX Machine
	1
	
	
	
	

	21
	Intercom Demonstrator
	1
	
	
	
	

	22
	Digital Copier
	1
	
	
	
	

	23
	OHP Screen
	1
	
	
	
	

	24
	CD writer
	1
	
	
	
	

	25
	Room A.C. 1.5 ton capacity
	4
	
	
	
	

	26
	Castor wheel chair for trainees
	16
	
	
	
	

	27
	Instructors table (Sunmica table)
	1
	
	
	
	

	28
	Sunmica top table for equipment with

drawer facilities to fit as per workshop

layout.
	11
	
	
	
	

	29
	Instructors chair
	1
	
	
	
	


                                oooo

