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1. Basic Course in Computer Typing Marathi/ English/ Hindi 30 w.p.m.
(GCC-TBC)
+» Content of Syllabus:-
1.0 GCC-TBC Typing Duration Marks Minimum
syllabus Passing Marks
1.1 Keyboard Awareness Like
Typewriter
1.1.1 Practice Of Typing Words Drill
for 30 W.P.M. 15 Days 07 Marks 10 Marks
1.1.2 Sentence Writing /Typing Practice
FOR 30 W.P.M. 07 Marks
1.1.3 Passage Typing Practice For
30 W.P.M. Speed 06 Marks
Total (1.1.1+1.1.2+1.1.3) - 20 Marks
1.2 Letter /Curriculum Vitae /Statement
Page and Type Setting & Practice 15 Days 15 Marks
15 Marks
1.3 S_tatement/ Mark Sheet Setting And 10 Marks
Practice
1.4 E-Mail / Fax Etiquettes 15 Days 05 Marks
Total (1.2+1.3+1.4) - 30 Marks
Total 45 Days | 50 Marks 25 Marks
2.0 Computer Syllabus: Duration Marks Minimum Marks
For Passing
2.1  Operating Systems -
Windows, Linux, Unix, Mac OS — Basic 12 Days
Operating Skills
2.2 MS-Office 2010 - o
25 Objective
2.2.1 MS- Word 35 Days | Questions (2
522 MS-Excel 35 Days Marksf for Each 25 Marks
Question)
2.2.3 MS-PowerPoint 6 Days
2.3 Internet Browsing 6 Days
2.4 Email & Web Browsing 5 Days
Total 99 Days | 50 Marks 25 Marks
TOTAL (1.0 + 2.0) 144 Days | 100 Marks 50 Marks




2. Basic Course in Computer Typing Marathi/English/Hindi 40

w.p.m. (GCC-TBC)
+» Content of Syllabus:-

1.0 GCC Typing Syllabus Duration Marks Minimum
Passing Marks
1.1  Keyboard Awareness Like
Typewriter
1.1.1 Practice Of Typing Words Drill for
40 W.P.M. 15 Days 07 Marks 10 Marks
1.1.2 Sentence Writing /Typing Practice
FOR 40 W.P.M. 07 Marks
1.1.3 Passage Typing Practice For 40
W.P.M. Speed 06 Marks
1) Total (1.1.1+1.1.2+1.1.3) 20 Marks
1.2 Letter /Curriculum Vitae / Statement/
Balance Sheet/ Advertisement Page 15 Days 15 Marks
and Type Setting & Practice
15 Marks
1.3 Statement / Salary sheet Setting And 10 Marks
Practice 15 Days
1.4 E-Mail / FAX Etiquettes 05 Marks
Total (1.2+1.3+1.4) - 30 Marks
Total 45 Days | 50 Marks 25 Marks
2.0 Computer Syllabus: Duration Marks Minimum
Marks For Passing
2.1 Operating Systems
Windows, Linux, Unix, Mac OS — Basic
Operating Skills & Information of 12 Days
Internal Structure of CPU & Internet
2.1 MS-Office 2010
2.2.1 MS- Word 20Days |25  Obijective
- Questions
222 MS-Excel 20 Days (2 Marks Each 25 Marks
2.2.3 MS- PowerPoint 6 Days | Question)
2.2.4 Basic Pagemaker 20 Days
2.2.5 Basic Multimetia 10 Days
Application
2.3 Internet Browsing 6 Days
2.4 Email & Web Browsing 5 Days
Total 99 Days | 50 Marks 25 Marks
TOTAL (1.0 +2.0) 144 Days | 100 Marks 50 Marks




3. SPECIAL COURSE IN COMPUTER TYPING FOR INSTRUCTORS &

STUDENTS (GCC-SSD-CTCQ):-

«+ Content of Syllabus:-

NO NAME DURATION MARKS MINIMUM
PASSING
MARKS
1 Basics Of 5 Days (2 Days Theory & 3 Days Practic
Computer
2 MS-Word : 20 Days (5 Days Theory & 15 Days
Basic/Advance Practical)
MS-Word,MS,MS-
Power Point,MS- 40 15 Marks
Excel,MS-Access. Marks
3 Page Maker 20 Days (5 Days Theory & 15 Days
Practical)
4 Tally 20 Days (5 Days Theory & 15 Days
Practical)
5 Letter, Statement 5Days (2 Days Theory & 3 Days Practical)
& Balance Sheet,
Practice, Passage
Practice 60
6 | Mobile 5 Days (2 Days Theory & 3 Days Marks 35 marks
Computing: Practical)
Android, | Phone,
Windows Phone.
Total 75 Days 100 50 Marks

Marks
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