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List of Secretarial Practice


Name of trade(s) for which affiliation sought :        SECRETARIAL PRACTICE  

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 affiliation)

4
	Total number actually available for all the units

5
	Indicate shortage if any

6
	Percent-age of availability (Item wise)

7

	A. EQUIPMENT

	1.
	Electronic Typewriter with 14"    paper capacity 14/18 cps print speed, 48 k memory, 5 line graphic (with extra two daisy wheels)
	02
	
	
	
	

	2.
	Manual standard typewriter with distinctive type faces and varying carriage widths.
	20
	
	
	
	

	3. 
	Portable Typewriter
	02
	
	
	
	

	4. 
	Duplicator with Steel Stand containing three drawers (Electrically operated)
	01
	
	
	
	

	5.
	Tape Recorder
	01
	
	
	
	

	6. 
	Letter Opener
	01
	
	
	
	

	7.
	Stamp Fixer
	01
	
	
	
	

	8.
	Steel filing cabinet with four drawers side & back top & bottom 0.8mm, lock mechanism of size 1380 x 470 x 700mm.
	01
	
	
	
	

	9.
	Dating Machine (Small size)
	01
	
	
	
	

	10.
	Copy holder
	20
	
	
	
	

	11.
	Punching machine (Large size)
	01
	
	
	
	

	12.
	Punching machine (Small size)
	04
	
	
	
	

	13.
	Stop Watch
	02
	
	
	
	

	14.
	Wall clock
	01
	
	
	
	

	15.
	Tool kit for minor maintenance
	03 kits
	
	
	
	

	B.FURNITURE FOR THEORY ROOM

	16.
	Green Glass Board/Black board  size 6.5' x 4.4'
	01
	
	
	
	

	17.
	Dual Desks having one table and two moulded plastic chairs
	10
	
	
	
	

	18.
	Steel  Table 4'x 2' with sunmica top without drawers for faculty.
	01
	
	
	
	

	C. FURNITURE FOR PRACTICAL ROOM

	1.
	Typist chair adjustable back and seat adjustable from 16'' to 19'' cane seat with castors.
	20 Nos.
	
	
	
	

	2.
	Steel Typist table with sunmica top (36" x 18"   x 26")
	20 Nos.
	
	
	
	

	3.
	Display Board
	1 No.
	
	
	
	

	4.
	Steel Book Case 1675 x 849 x 305 mm conforming to ISI specifications 7761 x 83.
	1 No.
	
	
	
	

	5.
	Green Glass Board/ Black board for Practical Room.
	1 No.
	
	
	
	

	6.
	Steel table 4"  X 2"  X 25"  with two side drawers having 1"  Ply Board with sunmica top (for faculty)
	1 No.
	
	
	
	

	7.
	Steel chair with canned seat & back and quality CP frame  with arms (for faculty)
	2 Nos.
	
	
	
	

	8.
	Steel Almirah size 1989 x 910 x 48 C mm with 4 shelves (for faculty)
	1 No.
	
	
	
	

	D. AUDIO VISUAL AIDS

	1.
	Colour Television with remote control and inbuilt stabilizer, Screen size 51 cm.
	1 No.
	
	
	
	

	2.
	Video cassette player with remote control UHF/VHF 
	1 No.
	
	
	
	

	3.
	Trolley for colour TV/VCP
	1 No.
	
	
	
	

	4.
	Over head projector with trolley.
	1 No.
	
	
	
	

	5.
	Scree for over-head projector.
	1 No.
	
	
	
	


  Note:-

1. The equipment and furniture can be shared between two units of the same trade.

2. A.V. equipments may be shared between 4 units of same/different trades.

3. Video Cassette/OH transparencies related with trade may be provided.







-000- 

