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Unit 1--The Consonants:--The vowels, Intervening vowels and position, Gramalogues,
Punetuation, Alternative signs for "i" and "h" Dipthoungs, abbreviated "w" and
Phraseography including tick; the. 15
Unit 2--Representing 'S' and "Z" with crce and sroks, large circles Saw and wacrosis'
lops 'st' and 'Str' Initial books to stranght srocks and curves 'N' and 'f ' hooks a alternative
form 'f ' 'vs' etc, with intervening vowls, circle and roops find books the shu shocks. 15
Unit 3--The a spirate upward and downward 'r' 'l' and 'sh' Compound Consonats
vowel Indication. 15
Unit 4--The Halving Principal the doubling principal, Dipthenine or two vowel signs
medial semi circle Prefixces, Suffixes and Terminations, negative words. 15
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FIFTH PAPER
Shorthand and Type (English)

Maximum Marks—60
Minimum Marks—20

Unit 1--(a) Importance of typewriting in modern age, typerwriting for vocational use
and college preparatory. 20

Various kinds of typewriters based on the make the type, the size, the language etc.
manual typewriter, Electric typewriter, Electronic typerwriter, word processor.

System of typing, Touch system and sight system, their advantages and disadvantage.
(b) Aranging the materials for typing and of the class procedure.

Correct typing method, various parts of a typewriter and their uses, mainipulative
control, margin stops, paper guide, paper release, line space gauge, cylinder knobs, shifts key,
spacebar etc.

Insertion and removal of paper in and out of the machine.

(c) Covering the keyboard typing of alphabets, words, phrases sentences and small
paragraphs, typing of number and symbol keys.

Typing of symbols not given on the key-board.

(d) Centring horizontal, vertical mathematical and judgement placement.



Proof reading and correction of errors, Proof correction marks of different types of
erasing materials, erasures (rubber/pencil) chemical paper, chemical liquid, correction mistake
within the machine, squeezing and spreading.

(e) Care and maintenance of typewriter oiling and cleaning of the machine.
Change of ribbon.

Minor repair work.

(f) Calculation of speed.

Straight copy of typing (SWAM, CWAM and NWAM) and production typing (G-PRAM
and N-PRAM) and MVAM, Speed Compositions, Indian and world records in typing.

(g) Personal habits and work habits, Personal appearance, willingness, promptness,
initiative trust, worthiness, punctuality, etc.

Following instructions and direction.

Unit 2--Typing of letters, Blocked, Semi-blocked and NOMA simplified the open close
and mixed punctuations. 20

Typing of short letters (small and full size letter papers) one page letter and letter
running into more than one page.

Typing of addresses on envelops, inlands and postcards, including window display chain

feed.
Typing of annexures and appendices to letter.
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Unit 5—Note—taking, Transiation etc. shorthand in practice.
Note—Trans reption in long hand on the typewriter also.

Unit 6—Contractions, Special contractios, Figures, Proper names etc. Essentialvowels
intersections Advanced phraseography.
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FIFTH PAPER

Shorthand and Type (English)
Unit 3--(a) Tabular typing, Two column Table and Multiple columns table box etc. display of tabulation
work.

Typing of financial and costing statements.

(b) Typing of printed forms lite invoices, bills, quotation, tenders, index cards, telegrams
etc.
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11 EIRECTEY 1 3,000.00
12 HIZHIERT 1 7,000.00
13 fg Frere, fvefe@® (Lime Squeezer) 6 150.00
14 forer erEgMex 1 200.00
15 S Hiex 1 100.00
16 e, BRAeERe (I & f) 4 600.00
17 R0 ©d WIN 99 a6 [are argef 6 2,400.00
18 w0 I IeX 2 300.00
19 IS ESIGECIEE] 3 780.00
20 w0 i Fie 1 3o 160.00
21 ®0 & WS W 6 240.00
22 WO EH HET AR 6 100.00
23 W0 el G =g 6 100.00
24 w0 i fufdw /i =g 6+6 250.00
25 T Wil WU HET = 1 350.00
26 W0 ®Wi & A 1 & 240.00
27 w0 €iel W WA 6 450.00
28 w0 Eiel FHT WA 6 1,800.00
29 w0 wia & 3+3 150.00
1 2 3 4
50

30 w0 WA Fae /G ©IT 343 1.00
31 w0 I Fat 2 1,600.00
32 W0 WA YA 05 g B 1+1(2) 200.00
33 w0 wIid W 1 50.00
34 TR0 TN T TFh fafe dsl 6 6,400.00
35 e iR Ees /@ie® (2) iR 2 130.00
36 R g 1 1,500.00
37 el /amEueX 1 2,000.00
38 e dieX 1 1,560.00
39 RIERCIRC I 1 70.00
40 39 @1 REAR, woeR dfed (fegq @) 1 35,000.00
41 e UUS Juilegel wgat 1 1,500.00
42 T\ 9E /R /g 5 18 12,500.00
43 di0 T=0 HieY 1 4,700.00
44  wWE daa (Fo 2 a1 3) 4 2,500.00
45 dAR # qEd-TeY (@) 1 100.00
46 M FHeX 1 100.00
47 e - USR] 1 500.00
48 RS B T (FHT ) 5 100.00
49  TAHSI & ofed (T & H) 6 300.00
50 @IREH Sl 4 400.00
51 wIRed ST 3 50.00
52 ReE 7 3 50.00




TRRTSTET SYhTOT-

e W Hied
fire
EETy
AT
I AT B
X & (o 10)
EICH|

N o o1 A W N

JARIRIRT § Sge 8N e G-
g ¥H-Bush Co.

A G
i g
q9 gie
CEIEIIESUE
M e
FaST G
qq gy
T G

FEIUNISIICI R ISR G SIRUR G R
Qe T8, G qdl B
A T, T, TS 1 e
g T, g (SRS, dde Fa)

&0 41, 99 =4 Bailliant Blue

1X500
1X500
1X500
1X500
1X500
1X500
1X500
1X500

ml.
ml.
ml.
ml.
ml.
ml.
ml.
ml.

Néb;

(o) «) B @) B e))

ST Jd

50

600.00

300.00

300.00

300.00

500.00

50.00

100.00

QT . . 2,150.00

AT T T

275.00
250.00
300.00
300.00
300.00
450.00
300.00
275.00

. . 2,450.00

Bush Boske Allen, India Ltd.

ST e B
(1) o7y, @ @, Aig g, |9 8 4x100 M 192.00
qrefaem FeT a1 Tehiee 1X500 I 200.00
qifeaw I=ile 1X500 I 148.00
e ufs 1x1 0 I 150.00
ufifes ofee wfas 1x5 0 I 300.00
Hed & (PVC amsf) 144X5 19 200.00
I .. 1,190.00
w gE

% J&Th &l M TGS H AH UeRIST 1AM T ol bl

0
1 Tl -] TTREeT WEnireh THO &R 9EX (o fewdl T, SThEH &1 43.00

ug eReaws gmt fagafaene YeBe, Ao
2 g |, e ud e 0 TR0 Fui fagafaene YeBIe, o 50.00
(<)

3 9E e fae EIERIRECK i GehI9, AR 12.50
AR, Tl AR T PEINCRI] T Uhe g, fw, faas 10.00
fasafaenaa Tepts™, anromt 12.50

(e e e o)



5 e @ 210 |1 FIR FFHT GfeAT BTed, ded, i 8.50
D J&Th M TGEH FAH UepTSTh BT A UG Gl bl
%0
6 S e g0 &0 o fi GEC] 25.00
7 ARG Go-He qRTEer (pE) ot TR ol vERE W (I9), 20.00
ARTOTH
8 MR Td 9T i T T GESH 25.00
9 MR Td 9T i ferma awi GEES 25.00
10 % qleer e wE fatEt I gl Al [ e, gaeEe 50.00
1988
11 %A HEeT G FT FH BIER TS SIS AR, 12/13 G 18.00
e, AT 1990
12 FEeE B, gt g T A U B0 A Ud SIS RS, 24.00
TEH eI TEINI e g9 9= HY T 1988
Trenfre fasafaeeE, TR
13 Ol GO MEER TH0 FEIE X frsafaenad geeH, 9, 48.00
ARTOTH 1988
14 O U7 TR TR MR THO TN SE) T[T fowdl T7eT STehral, 48.00
ud 20 eReEE s g 1987
15  BRfEee % % UU8 doeqd HECIFUISIS st SV PrS(e AH Tl 15.00
S0 TR0 U e siege, T8 R 1988
16 % HE©T G wHo {0 e g e g% W, 92, e 10.00
10 %0 Tl 1988
17 & GO THO THO W 0 PO YFILH, TEId, B 10.00
1988
7.85
1988
8.45
1988
7.20
1988
18 Fruit Culture Instructronal- N.C.E.R.T,, N.C.E.R.T,, 7.82
cum-Practical Manual New Delhi New Delhi 1988
19 Fundamental of Fruit ’ , 8.45
Production Instruction-cum- 1988
Practical Manual
20 Vegetable Crops Instruction- ’ , 7.20
cum-Practical Manual 1988
21 Fruit Veg. Preservation Dr.R.P. Srivastava "9 g% &= %0, o 190.00
wfed fafe, aram, e 1988

Principal and Practicess

and Sri Sanjeev
Kumar, Frazier

M. C. Hills
22 Fruit Microbiology Frazier
M. C. Hills
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(e = T wee)
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TN TOe e

(%) e dE--
qhEREl H AR W Y T

TR S0 1 (ST ) |

TERT S0 2 (ST M) |

JENT 0 3 (Brer W) |
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(@) T #@ (o o™ @ Rered) |

(@) FrEiEE qX At |
eI g
HHI% q&i% B TH qEG® H AW eIk BT TH T Gl bl
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SFEAIE AW, AR
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$8-40-TdeT Tq STicrA

(peT—11)
1. daras 300 i
2. YA 400 37%

1. ST

Tich
T g9 I 60 3%
EGICRSRE] 60 37%
GRREEECIE| 60 3
g4 9T o 60 3%
9TH 99 O 60 3k

2. SRS 400 3%

TIH qe

e wd oA SErT-uEd

1.

An Introduction to Tourism & Hospitality Industry
AT qar wied # o | oy wied @ fRefd qur geEen |

qUli% : 60

Relationship between Tourism and Industrialisation. Status and prospects of Tourism in Modern India.

2. 9 @

e~ AT, Tiepia T S |

T F ARG FE T |

e qIT qAER |
Significance of Tourism-Socio- Multiplier Effect
Tourism Infrastructure- Forms and Significance
Tourism and Environment.
fadta ggeaet
IE T TeT § AR SR
Fundamentals of Travel & Tourism

. JEeT P STgUReN, qRr, AA JA g F oW, qHed &y (WEw) qur Hdvan,

SRS, THOMEOSI0 (FIT) STX S008I0 (GIT)

Tourism-Concept, definition, Excursionist, travelers difference, Nature and
characteristics of Tourism. International, Free Individual Tourist (Fit), Group
Inclusive Tourist (GIT).

. T4 % SMHR, 9 $eh, Y9 & Heh, qded HI|

Basis of Tourism, Enfluencing Factors, Components of Tourism, Tourism demand.

SRIRIEESEE]
IET U W : FaEE aun dEre
Travel and Tourism : Business & Operation

. 9RA | qHE GEEE, GHed S d RN, Ui, IUHi agA q9 whed Ide

T |

S Wy H wded deneal & e | (Wl Aicpios, Ufemiw, oifie, @ethe a
F o)

Concept of Tourism Resources and Tourism Products, Definition, in India.
Evaluation and Availability of Tourism Products in Uttar Pradesh (Natural, Cultural,
Historical, Religious Adventure and Artificial Tourism Products).

. 399 TSR /TSE 9T ¥ STIREY A aREd, F qdr Sesd are | geie ae

FYHT H [T W U9E T goal Tordl o ST | RRel gae ol @bl A
B ATl S dTell SRR B A |

o : 60

30 3%

30 3%

1% : 60

30 3%

30 3f%



Introduction to Travel Agency/Agents and Tour operators and its organizational
Structure,. Impacts of Internet and Computerisation on Tourism Business and its
utility for a Travel Agency, Study of the Procedure for Approval of the Travel
Agency.
ERCIEELRE
(e7) we Siffthd-Front Office

1. Introduction to Front Office- B 3iifthd &1 =g 20 3iF

® Organization of Front Office-%e 3iifthd & HTeA
® Layout & Equipment of Front Office- Be fifthd &1 @R g fafa= ar el |
e Duties and Responsibilities-F& wd freiar
e Qualities of Front Office staff- &2 it &% & IO
2. Type of Plans (Meals/Room)- @ & F&R (Hied /&) 20 3%
® Reception-REWH (QFT %)
® Registration-UiiehoT |
® Types of register, forms and records- I/ & THR, BH, REHE

3. Guest cycle (Pre arrival, Arrival, stay, Departure, Post Departure)- 31y @ (GTPFH 20
Fih
H UEd, AN, TETI, TEM, T % )
o Bell Desk: (Bell Boy, Paging System, Left Baggage, Scannty Baggage-3a =%&h: (Ja &g, Ui
e, ga1, 9mF, o dm) |

® Communication : Telephone Etiquette, Personality Development (H’EIT{, TR faTerE,
HferTe fehre |

RECICECLE
(A) Food & Beverage Service
T : 60
1. Introduction to food & Beverage Service- @&l Td U7 §aT & GREd 12 3%
e Attributes, Etiquettes and Grooming-faSIvaT, R &Y JfT

e Service Equipments : (Liven, Furniture, Chinaware, Glassware, Shapes and sizes)-garati &
T ST : (eI, Fiter, SR, WAEaEy, SER 9 HhR)
2. Mis-en-place, Mis-en-scene- Hi€l @, Hi&r 4T 12 3f®

e Types of Restaurants-3& & YR
® Types of menu-ﬁ'v?g( * TR
e Types of service- AT & YHR

3. French Classical Menu (11 Course)- &= Fidaad 5 (WRE H4) 12 3%
e Kitchen Stewarding-fohae &afeT
4. Bar Operation- X 3{qIM 24 3

e (Classification of Beveage-g W&rdt @l Fiie<or
e Cocktails and Mocktails-#i®ed d Hidhed

® Wine Service-aET ddr

e Event Management-ga+ e

® F & B Service Terminology-U% T8 & ST&Eal!



Instructions for Practical

Each student shall go on the Industrial job training in an industry like hotel, air lines, travel
agencies, museaum Govt. Tourism Office etc for 4 to 6 weeks. The student will get a certificate from
training providers and will prepare a detailed Report of training which will be evaluated for Max 50
Marks by external examiner in the presence of Internal examiner Viva Voce on the job training report
will be for max 50 marks and that will be conducted by External Examiner in the presence of Internal
Examiner.

Practical on the spot on hotel/Catering/Tourism etc. will be carried out for max 100 marks by
external examiner.

For Internal examination-5 periodical Tests/Practical/assighments etc. may be held as per
college convenience at certain regular interval for max 20 Marks each, total 100 marks. While a detailed
dissertation work assigned by Internal Examiner will be submitted by students and it will be evaluated
for max 100 marks.

Summary of Practical Exam

External - Industrial Training Report - 50
Exam - Viva on Report - 50
On the spot Practical - 100

Total = 200

Internal Periodical Test 5 @ 20 marks - 100
Exam Dissertation work - 100
Total= 200

Suggestions for Practical/Assignment

Dissertation work may be done on the theme of Govt. policies related with hotel, airlines, travel
trade etc. Museums, Fort, Palaces, tourist attractions, fairs & Festival, Kumbha Mela, Ganga, Yamuna,
Golden Triangle, World Haritage Sites, Histroical monuments, Heritage Hotels, Amusement Parks, Wild
life National Parks, Bird Sancturary, Sport Tourism (Common wealth Games, formula 1 Race), Olympic
etc.

Other on the spot practical/Test may include Practicals related with Food production, service,
Food and Bevarage, House keeping or making of tourism brouchures (Graphic & hand made), any model
or exhibition or chart, photography, videography (Audio visual) presentation of tourism product, event,
activities etc.

TN S
[A]  Front Office (e i)

1. BN &N & H AREIT FHAT |
. USTiReT & 2R Sff | S B |
. Tqey aRRefa &1 dme &
. gee aRRAfy # AT BT |

(31) 9g % a9 (3) I & SR (W) 9RW & T

5. AT % g =0 |

6. AT i frepEal & MYer |
[B] Food & Baverage Service

1. ol TR H e & @A 6T |

2. Mis-en-sence T Mis-en-Place

3. 3T Fe-3T9 FA (3% R F o)

(37) ifrerea () FFawr
4. TR Ge-MY HEA

A W N




(a) Table-de-Kode (b) A-La-cart
5. 3R+ # Order o |
6. K.O.T. 941 B.O.T. plel
7. THTHIAE Hl TG B |
8. g1z afad HI|
9. 9% FRE % foQ AldE T AR HC|
10. Room Service @ Order T |
11. Billing Procedures
12. 9% FHY H |
13. qUH % O TER & s a9
SUHT Bl Gl
[A] FOOD PRODUCTION
. Three burner cooking range

. Chinese cooking range

. Tandoor

. Single burner cooking range
. 3 or 4 Stainless Steel Tables
. A Salamander

. A Griller

. A Toaster

O 00 N O L b WIN B

. An Oven

=
o

. Chopping Boards

[EEY
[N

. Different Types of Knives
[B] FOOD & BEVERAGE SERVICES

1. 3 or 4 Restaurant Table Lay out with chair, Table Cloths, Naprons, serviette, Cruet set, Bud
Vases.

2. Different types of Crockery like full plates, Quarter plates, Dessert plates, Cups & Saucers,
Cutler like AP Spoon, AP knives, AP Forks, Tea Spoon, Dessert spoons & Dessert Forks, Glass
wares like Water Goblets, Hi-Balls, Juice Glasses, Beer Goblet, Pilsner, Roly Poly, OTR Glass,
Brandy Balloon, tom Collins, Red Wine Glass, White wine Glass, Champagne Sauceer,
Champagne Tulip, etc.

3. A side station.

4. Some bottles of wines, scoeches, Rum, Gin, Vodka and Beer (for demo purpose and to show
the service styles)

5. A peg measures

6. A wine opener, bottle openers

[C] FRONT OFFICE
1. 5 wall clocks for different country timings
2. A reception counter where students can stand keep the front office documents.

3. A computer.
[D] HOUSE KEEPING
1. Some brooms and brushes.
2. Mops with handle.
3. Vacuum cleaner.
4. Some detergents and chemicals for washing and cleaning purpose.
5. Maids trolley for housekeeping training and to keep the items.



6. Glass cleaner/Toilet Cleaner things.

[E] HOSPITALITY, TRAVEL & TOURISM
1. Map-India world and local maps.
2. Related Guide Book.
3. Camera-still and Video.
4. List and photo of fort. palace, historical monuments, National park and bird sanctuary.

S Ot

AHTT 3% : 400 ATH I 200 q
freifa sf®
(®) 31 &2 TEM-a2 TEA B gA B IO @O § TH-UE  (2x40) 80 i
(@) & 81T FEF-BIe JER @ gE & TOE @98 § UH-UE  (2x20) 40 7%
() M=l : SERT I G & AR W 40 %
(7) Sfeepa Aegs wd faf= gos & dae 40 3%
T w0 100 3%
ERICIEACEIEE i
(')wﬁaﬁraﬁsw—rr 10 3%
(ii) fofea 20 3%
(m)a‘rerﬁﬁtna%eﬁfmﬂraﬁ(sno) 50 &
(iv) At 20 3%
(@) Sirenfis ofaseH @ Aafre FoT E/ SEE A0l & STUR W 100 3%
30 wferera &4 fhar 1 UregeH |
qgH 9805
e e anfaer SET-aiEE

An Introduction to Tourism & Hospitality Industry
1. Qe &1 3599 q91 [ | =M 9Rd § 93¢ | Growth and Development of Tourism. Tourism in
Ancient India.
2. T F qewl- IO T4
R B SR T8 U9 7o

faia gs7-9=
I @ [T # SR WETHT
Fundamentals of Travel & Tourism
1. FeT uREe], Teh, JHR-31 d97e, AP d18+S, W, Iak Hedl & JdeH Hihe |
Phenomenon,Tourist, Types-Inbound,Outbound, Domestic,
2. IERH, SMER & |
Motivating Factors, Carrying capacity .
T 99 T-T
I T e : AqEE Tl e
Travel and Tourism : Business & Operation
1. Uopfy, EOT QAT TG, AT JUCTEEl, SX Hod & Tdedh dihe |
Nature, Characteristics and Future Prospects, Tourist Circuits of Uttar Pradesh.
2. FEll TSR /TS SO Toredl &l B TSl | START gdd Ust=al @l HRem |
Case Study of any National/International Travel Agency. Concept of Online Travel
Agencies.

aqd a9
(e7) we Siffthd-Front Office



1. Introduction to Front Office- B 3iifthd &1 =g

® Use of Computers and their application- H*gX % YA & FIHEANT |
2. Type of Plans (Meals/Room)- @9 & T&R (¥ /&)

® Reservation, Mode, Source, Steps, group reservation, Discount-3TR&®l, A, &&d, I,

e, ST, 82|
® Guest History folio- 1fafyr zfeem, wifer |

3. Concierge, Communication, English speaking-&< T, ¥R, Sl SiaT
U geT-9=
(A) Food & Beverage Service
1. Introduction to food & Beverage Service- @M Ud U7 |1 & U=y
e Organization Chart-HTe-TcHe% el &1 ol o=

e Flatware- ‘?@Eﬁ'&m
2. Mis-en-place, Mis-en-scene- 5|1 @, Hral €71

e Lay out of Restaurants-3& & & 33
3. French Classical Menu (11 Course)- &7a Tt 49 (R &)

e Still Room & Silver Room-fRed &1 Ud @y &H |
4. Bar Operation- ST SMSH

® Spirits-@llT

e Wine-drsd

®  Accompainments-9g Aog-qared
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Example
Object
Apparatus
Paper used
Exposure given

Developing time

Fixing time .. 6 Min.

Washing time
Result
Observation

Precautions

Experiment No. 1
To prepare a contact print of a given negative.
Contact printing frame.

Agla single wt. glossy, normal.
10 sec. from a 60 wt. lamp at a distance of 3 ft.

120 sec. attemp 68° F.

1/2 hour in running water.
Satisfactory.
The negative was slightly over exposed hence a

longer exposure was required for a correct print.
By reducing the negative to lesser density this
over exposure problem can be solved.

Care must be taken in taking cut the test strips

and correct developing time must be given at the
temp. Over exposure and over developing must be

avoided.
EQUIPMENT NECESSARY FOR COLOUR PHOTOGRAPHY
Sl. no. Equipment Make Country Cost
1 2 3 4 5
Rs.
1 35 mm. SLR Camera Nikon Japan 80,000.00
complete
2 One Med Format Camera Mamiy " " 50,000.00
3 One Umatic Video Camera Betacam " " 1,50,000.00
4 One Vhsamera Sony ) ) 50,000.00
5 One color Head Enlargers Sony ) ) 60,000.00
6 One Multi Media Computers Wiper ) , 50,000.00
7 One Color Head Enlargers Drust Italy complete 1,50,000.00
8 Four Black & White Enlargers KB India India 20,000.00
9 Six Electronic Lights Pro Blitz Japan 40,000.00
10 One Air-Conditioner Videocon India 40,000.00



11 Two Film Dryer Philips India 20,000.00
12 Refrigerator BPL India 25,000.00
13 Two Stereo Tape recorders BPL India 50,000.00
14  One Heavy Duty Generator Set  Voltas India 50,000.00
15 Miscellaneous Expenditures 50,000.00
Total 88,50,000.00
1 Furnished Air-conditioned (T.V. Video 40,00,000.00
Studio Digital)
2 One Televison Camera 1,50,00,000.00
3 Complete Colour Lab. 20,00,000.00
Total 2,10,00,000.00
RECURRING
20 Umatic Tapes Panasonic Japan 30,000.00
40 VHS Tapes Panasonic Japan 20,000.00
40 Audio Tapes Sony Japan 10,000.00
Studio Back Grounds Sony Japan 10,000.00
Color Sensitive Material Kodak Germany 50,000.00
Black & White Sen Material Kodak Germany 80,000.00
Total 3,20,000.00
BOOKS RECOMMENDE
. Photography Theory & Practice : L.P. ClercVol. 1 & 1l
. The Reproduction of Color R. W. G. Hunt
. High Speed Photography & Photonics Sidney F. Ray
. Photographic Developing in Practice Geoffrey Attridge

. The Book of Nature Photography

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.

1
2
3
4
5. An Introduction to Color
6
7
8
9

Instant Film Photography
Photographic Optics

Male Photography
Photographic Evidence
Fillming for Pleasure & Profit
Motion Picture Camera Data

T. V. Lighting Method
16 mm. Film Cutting

Basic T. V. Staging

Photographic Skies
Photo Guide to Portraits

Basic Motion Picture Technology

The Focal Guide to Cibachrome
The Focal Guide to Camera Accessories
Focal Guide to Larger Format Cameras

Focal Guide to Color Film Processing

Photography in school : A Guil for Teachers :

Script Continuity and the Production Secretary
Motion Picture Film Processing

Relph M. Evans
Michael Freeman
Authur Cox
Heather Angle
Michael Busselle
L. Bernard happe
S. G. Ehrtich
Robert Leggat
Ches Livingstone
Dareid W. Samuelson
Gerald Millerson
John Burder
Avril Rowlands
Domnic Oase
Gerald Millerson
Jack h. Coote
Leonard Gaunt
Sidney Ray
David Charles
Gunter Spitzing
Derek Watkins
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(2) aEd® dTed & U, UEA Edd, HEEr, @ed, §gE @ &l 0 gedhr
AU, HEolH IUEhH | 20 3%
(3) Fric Hew-td, Hew Ud FH, ThH AW HeA & @yl qd, Uk AW FEWT &
W I & G T, HERT & a9 | 10 &%
(4) i FE-fafy TEhFT, O @ @Sl wE, 20 3%
aqd T80
(aferda w=t)
e 3iH-60
AT SH-20
(1) raters weee, i it o @Eer & oT-a | 20
(2) |wett wd Mftedl & Ty § AfgdE & aWel & T & @ &E A, geen, &
Al GeH TAR H, qel & [ AW dE, 9 B R U GH JRd a9 9e | 20

(3) 9% Tl GO, S @ TElAd AEEE TUH B A, I THGE T, A6 JAqN SF FH
F WHT T JiA, A @R G T g% B, RO F ol -0 34, S g

Td g JuoT gl giaeret &g g9 A | 20
T q9T-1
(Gt Tsf)
e 360
AT SH-20

(1) er=ffr & yPrR-wst IOMRll U 399 UG, SRR & aHd annl @ Faw, e & fol
o H FA, TEO AN A UPE BN AW [ FA-S R I U, uREn,

frriarn, et &g JuY, Mg JuX R, A Wi R S WE oA | 15
(2) w0 T I QU FTA, IO A= A, A TG TG ATDE H CH | 15
(3) ofe wd faf=T UBR & Hahal PN <HYI, TEAq Ud Afdore " H IHTT HIAT, oS wd

AL (), g GfeT o Agfedt &1 deire | 15
(4) wI &1 0T e, FH @A A faeieEs w9 A | 15
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BRESREN
Bl TGNt

1-EHEF T8 § T § AN ar qei
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YA qen B ofh faser-
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(@) ¥R 81T JAM (10+10+10+10) Bl SN & gl & J90% 4§ a-al |
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(

ud A H G T ITH AR FAL, TEF, I
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(2)

(%) w=ig =+

T w1 @ e 100 37
Sufkdi g SrgeTE 10
fore @1 Hr 30

A aut § 5 °% fow S 30
TR 30

qrT .. 100 3%

(@) oiEife gfasHl & Je A0 & STE I 100 3% |

Aie-(1) yEreE FE H faEmdl @ gsT-u= 1 ¥ 5 a% 7 oifed @t fawd @1 amEeiied & A e
yos e § g o ofte @ ot wEtadl § wEe § o At AsfiEl ofR N @ v aifed, Rrad
ferenell e ARETE # S O OGS | R @ g wEied § o O e wEEy # R S B
ST =R |

(2) sArTeE TdEm 7 S 8N & ¥ 50 Sfder o 9T ST ¢ |

(3) U¥® a1 & @ 4 A 5 FEEE F TIT FHN BN AR TF FH-A W 4 a1 5 B & T a9
X GTRETT o H |

(4) & IR (TE) & Tt @ 5@ & & # FaET B B B 3T BEN B FCT ©
Rrad 38 MR & |qefad Fradiell Td emaretl & faem qor ofedl &1 M7 6 o1 6% | 39 359 Bl
4 i it 9 Ud JERTE B B B w9 H GRO H B |

(5) @ F T STead qu @ (TR BT A SRR | OET F ST /e (TRE) b
SIS & AR IT a1 ST | T8 400 3% & &N |

(6) o7& B WANTeTS FMAT H YOI orEr T |

(7) ot @1 BEGhd & P J@EE B AR |

(8) Bl & FEEE W QT AHI TF el dAled, 37 e fqEe o A1 S & SEaeddhar T o |
T g

1-%ried e faf-semrseh-gads g HeR, @, 9 60.00 %0 |

30 uforera &9 fhar AT UTeTSH |
GEUREIRI CRER R L R R




(ST & SET--1)
3--U%S G, o Tl o, 9 FEeN faEeer |
4--fofv e fquer |eaeel Sl U ATl 59 997 dorerdl o |
f&dEa gT-
(SErene e AErsE—-1l)
1--TR @ qenell & @n--ai qe1 e 8, AE-ad g, Al @ |
T 99 T-T
(e @ FEeE )
4-- FPHHER, (GO T [T el B Tl S e e |
aqd T80
(afadi T=f)
(4) =% Qardi-sr Tl QaTeT @ RN ISR, AR, o, Urq, diodioqo, dred oey, RaEee
featerdt |
(5) T -1 U g4 STersl 9 SARET qd MREiwIeT H |
T g1
(aferda w=t)
(5) dferhr <eoT &1 AT &1 G SAfH WA H AT F H |
(6) & IS F ITIN FII U Wit BT BT e, R e, [ STl @ s o w1
U, Thel, BEIEN @i |




38—gs—gum (Security)
(peT—11)
e

1-BE-BETS 5 Y& =01 O G & Uil a Ay B e e |

2—BE-BEEA H GO & U Al H =AGEH (b B |

3—UTfaE U UF oAU Rafosa gt @ Mo &g @eW @ d9d offd & 3 aer
T

4—3Te /FERER! § YA URAA H e AT Sffeq REfEl (Living Conditions) ® G U6 SHEIN
T B |

5—BE-BEeT § WEfHE STER H A (AR HY, GHC/AE § STexdHel S draf ffm
Y 3 &g W S |

6—qTETTh /AENTH & § G IuHTH F SN FH G (AT FY, BEEA B OGET H A
S H RE &A1 a9 G & UK &5 H BT /B Sl e I |

AR & A
1—gFeRH | Serdl Blfde H &SI B /B YU 99, SEsie Ud el S8, @ dhnel &
ORI &= H RIS 9 HT bl |
2—3T9ET G, MRS G T AU adiet & &5 § UFN & @1y a9 & W 8 & &l
i Free o HT g |
-GS
SITET e
Tt : 60
1—9ET : 1Y, Ui, HRCT 0d 99| 20 3%
2—9ET & FHT : qH, A6 U4 SfIIE, ThAI, @ AR ST, § a7 e, AR R S
P AT, SAENTTH MY T ST, FerY | 40 3%
qeT-- &
AU
T : 60
1—GRET 7, qRWT ud e 15 ¥

3—9RAE G : ARG Ud aEd G UReYd, WRAE G & e Ud Ak ga), diEn fadmE |
ARAE G & ARG Gl a9 TS, 85w, s SUdlE, ARG g & aed Tk g4l

T AT STAHars, JieeM-ae Tesiie § o | 30 3%
49 WA AT H WIS ordl : W| A H NI U S e, TE |
JGHT T A B FHOS =, T | 15 &%
J¥T-9—a
P T WA T GRE U
T : 60
PR (SEN, UfTeM, I, FRiad o) § @ T 9 Sifed U@ @ad @ qea-
1-FERgd § G Gad & B | 10
- § W@y g Eesdl g ga | 10
3-FERIA H qEd Gar | 10
S-Jpfii ST, STqargdra aRfefeat, aemfee wd &l Frar! & geafad gt 15
6-3cqad, WENRT, foxy, IR U9 SURF § Tied S | 15
- gy

IS ¥ e wd qei



ol : 60

1—foEH SR S 60 3
o TS, Tl IR FHe § ofera : fafr Ufterfas afdied 7| 30
o TEINH URA § 99 & T %l G 30
9T-Te e
AR &
o1 : 60
1-AMRe & : Ufcrriees URued, T, Sgesd Ud waid 40 37
LN ECT LU | I ERIICIR

o MYFH 5 B IR B U=, BAB BN Hl A, BB eud § a=d |

o T F UFR, UHE Ud feEdta

® I : YR, FHENT UF YR

o AT YR & AR THAM & T T TR SR |

o AT Hal, BEAR <UEX UG BEX Hgid &F
2y ferfene 20 3%

o qRwY, Wi fafher & fgm, wrafies [ & o, [ s @ ge ud e we
aftferferdt (37 g, Sa, ST, I H B, FSl A SH AR, |9 H B, W dE—aed

A=RH, § o, B, dEl o gen, Oy UM W, HRE @, #edl g Ren) § e
ferfepea |

DI
400 3
1—FERET (Whe @, FECE, JEN, UdeF, JeIad A @ g & AEM, T FERe) | EE
e |
2-8F AYF EN O fead & wW WO d@ B g & fAne qegell ud we /o
SUHTT Hl AL, Gedih o] T HE |
3R H GeEn #§ ugE IuE (diodiodiodo, e B, ¥, oRRY @, %9 @) @
AT TG R g HE |
S—Tfe e, Sy aRecE, e Td [t FRiaE SN S # e ud A |

BT
S.No. Specifications Rate Supplier
1 2 3 4
o . . Rs. 6.000 | Ordnance Factory Raipur,
1. | Liquid Prismatic Compass MK-IIl A
Dehradun, (Uttarakhand)
Rs. 75 | Surveyor General of
2. | Toposheet (Gridded) India, Hathibarkala,
Dehradun
3. | CcCTv
4. | Finger Print Scanner
5. | lIrish Scanner
6. Face Scanner
7. | Door Scanner
8. | Fire Party:

a. Pocket Line-12
b. Bucket-2




c. Helmet-16
d. Fireman Axe-2
9. | First Aid Kit
10. | Blanket-3
11. | Stretcher-5
12. | Spillers-One set
13. | Torch-1
14. | Tripod-12
15. | Extension Ladder 35'-One
16. | Rope-200'One
17. | Rope-100'-One
18. | Wooden Shaft-2
19. Iron Picket-2
20. Hammer-1
21. | Pulley-1 (Single Sheaf)
22. | Pulley-1 (Double Sheaf)
23. | Snatch Clock-1
39 ¢ | dF-UF 99¢ & Uie 9e-U5 Y I U qem 2 | St @ [ feaq 2
e St
(%) A
TH 99T 9o 60 20
fadita ges 9= 60 20
T 9T 9 60 20 100
Iqd U o 60 20
U= 99T 9 60 20
(@) st 400 200
TR qET § qedid 8 Sl H farer-
S.N. Practical Marks
Allotted
1 | FERE % e, O e/ W S W AEl e (AR & 50
2 T AT U YY) ANiSE  IYHIT/AE T AMRE G H IgE EM an 50
JYHIN I wfeeT |
AT AT /SATE] e /e ST b Hieh fga a1 Hish & 50
4 it 50
e .. 200
e : qAemREl F gw [ 999 § FAaH 20 91 AN H 33 Uiae $f% G W ae § 50
yfcrerd i g ST 2 |

30 faed &9 fhar a1 ursasH |
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A& g

2—3TI9GT T BT © STENf X Mg omvar |




faia oo
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T JeT-9
Y TN @A T YR S
4-3S T A wefE, S, R Suetell, WX 2N ofife & S Gk |
7-aTTTfees, Sige, TEEiG, TEEe, A, ANdste gad § |
Igd 99
RS ICE G e C|
2—3MYh & i Tl : TCIU T ST 5 |
RELI LR
TRIRS GR&

2y ferfehedt

® M, UHR T4 ITER

o 22 P T : UHN, T U9 AT SN

TR

4—Fpead FRIEES (Arbe <, FEE, SN, JSH, JEad o) & 99O &Y A A9 § SO gy Fe
e, qEE, °a% dd B Iode, AlE HEE W & & S ol /T 8 @dl d eI Ud 39
w2l |
6—3IE, Tehriihl, [, AT, SO U9 IUHG SAvd Sa¥l H STedq UG e el |




(30) Fs-du R wd Sl

DET—11

TETHFA . ITANRIIE-

36 UGN B AEET FHT1 A B T USROG & | 2O (TEfiw) T wd fafs
(erefree-aa-da) @aY fdem Fas, o Rdew Faw, fofe (F7®) wd @-UR e e (R
TITgT), FA TH (S ), ST FT HOT (T A TRUR) A |
IR~

-

(1) et & g T F BT & Aed, faa ST TWEl H AT FHI |

(2) B @ dFvT-ded (TRRFT 9ER), TEUT-AnE gavd UF Fe GEG fafy, @l o gt A o
F A B

(3) Bl # Fr1 ermanell &1 faebE e

i FrRET (Aggafed Fgia) &9 & A § @ g AW & e, g%, a9

I, 3% TE Hha <V, A TEHV (QSfe) dEaq U AR T SgAa "e I
(Reiifearet wd SToive @ieaRe) W @ fafas wa § <, 8w wRd, aH e w1, A, s (§
T @ MM dmues & 9w), qifed S (iiE smeEie td A ), g% 9T w@ g e,
N, I8 TR 09 IR TN (A Jfe) denetl § yge 8N ar [t 9F, 9o gred O gEd e
T 9T Ud R @0 (FFRHT 1S & TRy TEeR) AU T 9 & e A9 & &9 § JEN, R B 9
(erefiT o YFeiscy) VT A & G U6 @-, AL d qwE B SR qq STAT, BT Sea

| ot

SR
(At & fem), @9 g #E (AR RO 3@) |
(4) BT & ST dOT H 40 = AR e IR = @ 30 o= ufd fFe Wi @ faeE e
(5) B # fRTE wd FE oMEdl (WA AU g% ofded) SO-ARREG e (whd o) | 9w
ST, Sitere, AT, dder e U T, dee aeE, e WA A b i S, el /e
F I |
(6) Bl ® T TR & ford AR HTAT |

gHHH-
3 g2 H uE-iE g% & dF 99-UF R Ao ade S 2Rl | o d e wd @ g
®I-
(=) Sert<r-
ol ST
TYH Ye-U -SRI JT e -| 60 20
f&diia ued-ya-@randn agr aensreE- || 60 20
T F99-T=- A U FEd e 60 | 300 20 | 100
g AT -d- 2 e ud et 60 [ 20 [
de ge-T-dim- <0 et ud Sfish 60 20
(@) - 400 200

AT B T e T ¥ S SR 20 4 A § 33 S o o ST T
# 50 Hiqed S G STEsaE 2 |

GEEs e CRED |
qe G7-T
(T8 de Jene-1)

e 3iH-60
AT SH-20
1-Eie Era-Ued T STaemen, a8 adl Yol & S | 20

2-IRFE T B YR 91 @l g8, O dedl § @A @ -1, da9e qar & ol
IR AR | 20

5 @Rl H AR FHA-GHESHIA Ged @UR U6 d9-el e Jur iE e
AR T | 20

[ESIRERERE]
(e de - 11)



AfYHTH 3H-60

A 3-20
2-TE URA-ITHE & bl fafre oafoai | 20
3-H9d (MagM) SR H | 20
4-GS{ITd Td A He | 20
CRRIEAERE]
(s wd HEed @)
AT FHh-60
AT SH-20
1-SAEEGH We-31d, I5eed, Hed | 10
2-HEEEE e & UeY-Uhd aaMd, @EER §ed, @gF T, Al U qehrl
YUSR, AGH IUHH | 20
3~ TST-3Y, Hed U4 Hd, Th 3 HIed & Hedyll dd, Uk 7 FEd ©H %
gE & Y& O, ST & [G90 | 10
4T FE-FAT, TEEO-E T TSl BIEd, APHACTE, [FET ud [ e & A
qegfegd dierd aredn e | 20
aqd a9
(o =t e oidsh)
HAEehH 3h-60
A 3-20
THE-1- 15

YH I H THUT P Hew, <Y AN U9 e I @ WY H, TH Pl AEEAD TG AR 40T |
faf g @ TRy "9, B9 8 9aM ae SiRudgey, faoil SRUNEer, Iadel RUNZel U4 ag
JHET | TR & THR-Tsl UMl g 3T WTel, 9% JOT-a |
THIS-2- 15
TR FIA GG AT B AT, IHOT A A o e |
SH HellF H YT H-ge T IR F |
S A F URETE, FEEr-AE, €, 0 s, GuY R, dga a4 s, ffaee e, Rige
Tl WA e, THOT B A Bl Bl UG HRST el [ |
THS-3- 15
Fl gl (1 SIS) B YA BT, dOA, A, AR, q T STl Bl HT @R S, I bl H
0T S FA-ved § T Gl W 2
THE-4- 15
TEEq Ud Alfio Heg § T AT | O Ud St S, g% 4T § Jge e A fa,
Hellge & UgH BN drell aRju, (&Y, TEEE B, TEEEG 5 wer, 999 | R g gur, <@ dgEd w
fereameer |
Aie- daa deifos 997 & Y8 S | <Y "5 F AN dad JANTeE ahe § & R s

U geT-9=
(e Rt i ot
HAlYHTH 3HH-60
AT SH-20
Unit 1--(a) Importance of typewriting in modern era, type writing for vocational use,
personal use and college preparatory. 20

Various kinds of typewriters based on the make, the type, the size, the language etc.,
manual typewriter, word processor.

Systems of typing--Touch system and sight system, thier advantages and disadvantages.
(b) Arranging the materials for typing and end of the class procedure.

Correct typing presirres operative.

Various parts of typewriter and their uses Va.



Manipulative control, margin steps, paper guide, paper release, line space guage,
cylinder knobs, shift key, space bar etc.

Insertion and removal of paper in/out of the machine.

(c) Covering the key-board-Typing of alphabets, words, phrases, sentences and small
paragraphs.

Typing of number and symbol keys-typing of symbols not given on the key-board.

Unit 2--(a) Centering horizontal and vertical mathematical and judgement placement. 20

Proof reading and correction of error, Proof correction marks, use of different type of
erasing material, erasures (rubber, pencil), chemical paper, chemical liquid correction tape
within the machine, squeezing and spreading.

(b) Typing of letters--Blocked, semiblocked and NOMA simplified with open, closen and
mixed punctuations, typing of short letters (small and/or full size letter papers) one page
letter and letter running into more than one page.

Typing of addresses on envelopes, inland and post cards including window display chain
feed.

Typing of annexures and appendices to letters.

Unit 3-- (a) Tabular typing, two column table and multiple column, table box etc., display
or tabulation work. 20

Typing of financial and costing statements.
(b) Use of carbon paper for taking out more than one copy.
Methods of using carbon Machine Assembly Method and Desk Assembly Method.

Correction of errors on the carbon copies (paper being in the machine and taken out of
the machine)

AIe- Faq Halias 9o 8 I8 S | T A0 BTN dad FErTed gaen § & feEn S
RRIR G e CRE
(4 2m)
qUli-400
AT 3{F-200
T2 W
1-f3 T el & AR T TR &, YB-a & W, R (FR9), JRA-UF, GEA-9E, HEE-0,
YT, [ha-U=, Tl 1 7 B UG HAA AN T, ThC b G, SO0, Q- qed O, oo
F-0, 9% T g T, REE-uE, o a0, FERel-w, Al 8g oeed-u, e 9,
BRESREN

Practicals

ENGLISH TYPEWRITING
1--Typing of difficult words, phrases, sentences and paragraphs.
2--Typing for numbers and symbols not given in the key-board.
3--Typing of short and long letters in various styles on different sizes of papers/letter head.
4--Typing of addresses on post cards, inlands and envelopes of various sizes.
5--Typing of tables with multiple columns.
6--Typing of invitations cards, menu cards programme etc.

7--Typing on charts, graph papers etc.

JANTIee e B 9 fereer
1. 200 3%
T W 40 3%



s CLIRCH]
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a-q_
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TSTEreT T A |
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i S~ T Ud TERTAS FET B HE B BT H GRS HT 8 |

4- T OO SAE JAT W@ (TER) B/ R ST | OET B ST /En (TE) @

ST & SATER IX a1 ST | J€ 400 3 &1 &R | ared qiedh &1 9 200 3% § GLiery f&har S|

5-U% BT WA FET H Yo7 o TR |
6-B & BE-gicl axl H YEGH EFT =y |

7-BE & HERE W O G99 TF © Aied | I IR e A A1 S H Aasaswhar T ¢ |

FEgH g -
HHih J&T% M A M RIS M A Td e FERTT

1 2 3 4 5 6

1. U SR A Al TN AT AU THIAh, g, G 6.00 1989

2. e erEft wefen . ] o 9, 3emeEE 12.00 1987

3. =l EmEim wEf, » YU ufIsTd, e 12.00 1987
ARG & g

4.  HEEIE <H , JUHY JehILTeh, S 15.00 1987

5. W R AR . I ufsT, T 6.00 1988
()

30 iR &9 fhar T uIsaEH |

SITH TCTHT—TT I5T-T

(ST T ST --1)
3--Ahe JEH, 9% Tl AW, 9 FHEE e |

4--fafa faum Tt AsTae ud AEee JM qd derae a9 |

&g 999-9



(e Je aEnee--11)
1--TR @R el & - qu P w6, -2 @, A @ |

CRRIEESEE]
(emERe w@ FEicE de)
qISTHH 9 81 & HT HH TE AT ST HeelT |
aqd a9
(T fe=dt e aidh)
RS-
T F O, g% wd WG R (deguE) & A e, 9 e U e REiwEs w9 7 | Ay
QA & IR, TF T B U U U O @ A O T | [ g AR U 9 U IO, A O
TEY FHHA |
-6
BT THT Td IR F&9H, HE HEST B FAN, TART & faeEi-Aeie wsi 9 9 wEid, #ed g
T AYFE B G |

e IT-T
(For ot wet ofdih)
Unit 4--Stencil cutting., Its insertion in the machine, change of ribbon setter or removal or
ribbon.

Placement of subject matter use of different materials like a styles Scale slates signature pad
etc.
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2) foenf¥Et & g, T X B &1 Rt @ alw § T HOA |
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4) 39 TENM & BN e & T-gd § #wY G 0@ 6 & 9 T 39 BT |
5) AEHEIEE I T HH & a6 el 29 A 8 S % 98 @ AR i O |
6) faenfdl &1 fowa &= & 3@ drg S B SR oW AN, ®UW, ogWd & oMER W R R a
fafer= TSFI 1 T@e: Geierd Y bl efmen &1 [ 2 o |
TSR % ST~
(1) e feoied & e 99 &3 & Uea 8 Fa-gAE, T8 9 BUE § gEtad 9 San o
o T H FHA 2 |
(2) @@ Sefed awgelt @ Ufd HX FH 2 |
(3) 3@ @g IEM & ZW ISR AR B TSFI T 8 Tl ¢ |
(4) ety frem 87 Srfe e & Sudre & e ¢ |
(5) SusiiarT %l B9 & AR T8 oM TR X T 2 |

20

P
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RIERER|
qeH Y-T
(Te e &1 W §H)
(1) e e &1 o e IgReE-- 20
(2) T e @ sraeawar @ - 40

~-feprasie TRA 1 ALY, AHEE AR HUEell & FYEU R e § aEed REn &
T | U {08 i & STe Ay e & qed |
- e | BT, A T ST e |
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SEEE gfs HF |
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