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Tool list Steno Hindi Revised w.e.f. Aug. 2008

Name of trade (s) for which affiliation sought :     

STENOGRAPHY  HINDI

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

	TOOLS & EQUIPMENT PER UNIT (16 TRAINEES)

	1
	Typewriters (Small Scap) (Latest key board)
	10 (Two stand by)
	
	
	
	

	2
	Duplicating Machine.
	01 (each training center)
	
	
	
	

	3
	Black Board  (Ruled).
	01
	
	
	
	

	4
	Copy Holders
	20 (Four extra).
	
	
	
	

	5
	Stop Watch.
	01 (Each training center or each Stenography Instructor)
	
	
	
	

	6
	Pencil Sharpener 

(Desk Type)
	01   ''
	
	
	
	

	7
	Tape Recorder
	01    ''
	
	
	
	

	8
	Tool Kit 
	01 set.
	
	
	
	

	9
	Computer – Pentium III, 550 MHz CPU, 64 MB RAM, 1.44 FDD, 10 GB HDD, 58 x CD Drive AT X Cabinet and Power Supply, SVGA Digital 15” Colour Monitor, 104 Keys Enhanced Key Board, 3 Button Mouse.
	01 No.
	
	
	
	

	10
	Printer - Laser Printer – 1200 DPI
	01 No.
	
	
	
	

	FURNITURE UNIT (16 TRAINEES)

	1
	Shorthand Tables.
	20 (Four extra)
	
	
	
	

	2
	Shorthand Chairs (Armless)
	20 (Four extra)
	
	
	
	

	3
	Class Room Notice Board.
	01
	
	
	
	

	4
	Tables (For Instructors)
	04
	
	
	
	

	5
	Chair (for instructors)
	04
	
	
	
	

	6
	Steel Almirah
	02
	
	
	
	

	7
	Steel Lockers (16–20 Cabins)
	02 
	
	
	
	

	8
	Typing Tables 
	10 (Two extra)
	
	
	
	

	9
	Typing Chairs (Armless)
	10 (Two extra)
	
	
	
	


Miscellaneous Consumables, Stationary, (Training-Material) according to the timely requirement.




	10
	Appropriate Table and Chairs 
	Personal computer, Zirox Machine, Fax Machine, Electric typewriter, Duplicating Machine
	
	
	
	


ooo
