
 

To         Date: 26-02-2021 

The Principal 

ASD Government Degree College for (W) (A), 

Kakinada. 

 

Respected Madam 

Sub: Req- for the permission to start a Certificate Course for all     

        Students. 

 

 

As per the subject cited above, I am bringing to your kind notice that Jawahar 

Knowledge Centre (JKC) want to commence a certificate course on “Technical 

Skills in Typewriting” I hope my request will meet your consideration. 

 Thanking you Madam, 

          

 

Yours Sincerely 

 

 



ASD Govt.Degree College for Women(A),Kakinada- 
 

JKC Circular 

 

Our College Jawahar Knowledge Centre (JKC) is proposed 

to start a Certificate Course in Technical Skills in Typewriting from 01st 

March 2021 for I, II & III year students.   

 

Duration of the Course    : 5 months 

Timings & Batches    :  Batch-I   9.00 am to 10.00am 

   Batch-II   4.00 pm to 5.00pm 

No.of Students    : 20 per batch 

Fee      : 200 per month  

 Name of the trainer   : Kum.M.Sujatha  

 

The students who are willing to join in this course are request to 
contact JKC Language lab in this College.   

    

 

       JKC Coordinator      Principal   
 



 
 

 

Technical Skills in Typewriting 
 

S.No Name of the Student Gender Soci
al 
Stat
us 

Group Year of 
Studying 

Passing 
out 
year 

email id Contact No. Batch 

1 YELUGUBANTI SAI 
NIKITA Female O.C MPC 2nd year 2022-2023 sainikithayelugubanti@gmail.com 8121816434 1st batch 

2 PEDIREDDY.MADHU
RI 

Female O.C MPC 2nd year 2022-2023 madhuritholeti1@gmail.com 8519819971 1st batch 

3 KARRI.DEVI Female O.C MPC 2nd Year 2022-2023 devikarri027@gmail.com 7993784575 1st batch 

4 DUDA.MEGHANA Female BC-A General 1st year 
B.Com 

2022-2023 dudameghana225@gmail.com 9381907978 1st batch 

5 MUTTHU.SRILAKSH
MI 

Female BC-A General 1st year 
B.Com 

2022-2023 muthusrilakshmi573@gmail.com 9652163870 1st batch 

6 Nedunuri Joshnavi Female SC MPC 2nd year 2022-2023 nedunurijoshnavi@gmail.com 9493200756 1 st batch 

7 KAMIREDDY 
VIJAYA 
KUMARI 

Female O.C H.Sc 2 nd year 2022-2023 vijayakamireddy999@gmail.com 9390994177 1st batch 

8 KUDUPUDI. 
KEERTHIKA Female BC.B General 1st year 

B.Com 
2022-2023 keerthikakudupudi@gmail.com 9346474311 1st batch 

9 LANKE.ANITHA Female BC.A General 1st year 
B.Com 

2022-2023 anithalanke0@gmail.com 9390466787 1st batch 

10 GOLLAP
ALLI 
LIKHITH
A 

Female O.C 
(Kapu) 

H.Sc 2nd Year 2022-2023 kngghs189likki@gmail.com 7997277690 1st Batch 

11 KAMIREDDY 
SOWMYA SRI Female O. C MSCS 1st Year 2022-2023 kamireddysowmya79@gmail.com 8919853851 1st Batch 

12 CHANDALA 
MAHALAKSHMI Female B.C-B MPC 2nd Year 2022-2023 mahalakshmichandala72774@g

mail. com 
9492738958 1st Batch 

13 KARRI VEERA VENi Female B
C- 

A 

  B. 
Com 

1 st Year 2022-2023 veeravenikarri79gmail.com 9848758257 1 st batch 

14 chintapilli Satya veni Female BC-A B.com CA 1st year 2022-2023 satyaveni@gmail.com 9908201605 1st batch 

15 PABBINEEDI 
MAHALAKSHMI Female O. C H. Sc 2nd Year 2022-2023 pabbineedimahalakshmi@gmail.c

om 
9705936665 1st batch 

16 KARRI SAI 
SWATHI DEVI Female O. C H. Sc 2nd Year 2022-2023 saiswathidevikarri@gmail.com 9553563399 1st batch 

17 Gedela Navya Female BC-A MPC 2nd Year 2022-2023 navyagadela2@gmail.com 6303990167 1st batch 

18 MEDAPATI NAVYA 
SRI 

Female SC MPC 2nd year 2022-2023 medapatinavyasri8@gmail.com 9381936973 1st batch 

19 CHINTHAKAY
ALA KUMARI Female BC-D MPC 2nd year 

B.SC 
2022-2023 chkumari311@gmail.com 8688338373 1st batch 

20 GANISETTI 
LAKSHMI HARIKA Female BC.B CBHT 2nd year 

B.Sc 
2022-2023 harikalakshmi404@gmail.com 9346149073 1st batch 

21 P.LALITHA Female OC Mscs 1st Year 
B.Sc 

2022-2023 lalithapeddireddi54@gmail.com 9505692227 1st Batch 

22 GANTI SRAVYA Female SC CBZ 2nd year 2022-
2023 

ganti.krithikbabu@gmail.com 9704411912 2nd Batch 

23 REDDY SRIDEVI Female BC.D CBHT 2nd year 2022-2023 sridevir734@gmail.com 7893962165 2nd Batch 

24 KANDRAKOTA 
KEERTHANA Female SC CBZ 2nd B.Sc 2022-2023 

 
6300230369 2nd Batch 

25 THEEPARTHI 
ARUNA 

Female BC.A CBHT 2ndyear 2022-2023 theeparthiaruna6@gmail.com 9515582189 2nd Batch 

26 HABEEBUNNISA Female OC BSC 2ndyear 2022-2023 habeebunnisasabiya@gmail.com 7075011486 2nd Batch 

27 JANGA SRUJANA Female SC CBZ 2nd year 2022-2023 jangasrujana908@gmail.com 9390558748 2nd Batch 

28 ANJOORI HARISHA Female BC.A CBHT 2nd year 2022.2023 anjoori.harisha@gmail.com 9063089227 2nd batch 



29 
POTHABATHULA 
RAMA LAKSHMI Female BC.A HEP 1st year 2022-2023 venkatesulupotabattula@gmail.co

m 
9666412215 2nd batch 

30 Bonda Lakshmi 
prasanna 

Female oc C.A 1st 
yearB.Com 

2022-2023 bondalakshmiprasanna882@g
mail. com 

7095282485 2nd batch 

31 NEMMADI 
YAMUNA 

Female SC CBZ 1st year 
BSC 

2022-2023 nemmadiyamuna18@gmail.com 9966780172 2ndBatch 

32 BUNGA SUJITHA Female SC CBHT 2nd year 
B.Sc 

2022-2023 sujithabunga258@gmail.com   

33 K SHARMILA 
GANGA 

Female BC.A CBZ 1st B.Sc 2022-2023 srinu144@gmail.com 9392339705 2nd batch 

34 S.MEGANA SRIVENI Female BC.A CBZ 1st B Sc 2022-2023  9000589388 2nd Batch 

35 A.GANGA BHAVANI Female OC CBZ 1st B.Sc 2022-2023  9182848950 2nd Batch 

36 ASNA Female  CA 1st B.Com 2022-2023   2nd Batch 

37 P GAYATRI KALYANI Female BC A HEP 1st B.A 2022-2923 gayatrikalyanip@gmail.com 7207776522 2nd Batch 

38 KALLA ASWINI Female SC CBMB 2nd B.SC 2022-2023 aswiniisu9464@gmai.com 9966336631 2nd Batch 

39 MALLARUPU SAILU Female SC MPCS 2nd B.Sc 2022-2023 goduguanuhya@gmail.cim 9494325479 2nd Batch 

40 MURAMALLA 
DEVISRI DEEPTHI Female OC MPC 2nd B.Sc 2022-2023 mdevisrideepthi@gmail.com 9963116548 2nd Batch 

41 Ch.Satya Female  MPC 2nd B.Sc 2022-2023  8866288533 2nd Batch 

42 RAJINI Female        

43 MOSA SOWJANYA Female BC.A MPCS 2nd B.Sc 2022-2023 sowjanyamosa1229@gmail.com 6302184034 3rd Batch 

44 DEVADA LAKSHMI 
KEERTHI Female BC..D MPC 2NDB.Sc 2022-2023 keerthi@gmail.com 9912801798 3rd Batch 

45 CHAVAKULA 
CHANDRIKA 
ANUSHA 

Female OC MPCS 2nd B.Sc 2022-2023 chavakulachandu2003@gmail.co
m 

9550327752 3rd Batch 

46 VATHADA SINDU Female SC General 2nd B.Com 2022-2023 ramakrishnav691@gmail.com 9347979269 3rd Batch 

47 KARRI SANDHYA Female BC A MPC 2nd B.Sc 2022-2023 sandhyakarri757@gmail.com 9381855300 3rd Batch 

48 K.ONDEPUDI 
SRILAKSHMI Female SC HSC 2nd B.Sc 2022-2023 kondepudisrilakshmi901@gmail.c

om 
9701290573 3rd Batch 

49 PALLETI MANISHA Female SC CA 2nd B.Com 2022-2023 manishapalleti143@gmail.com 9951285905 3rd Batch 

50 MALLADI SUDHA 
SRI 

Female BC.A MPC 2nd B.Sc 2022-2023 malladisudhasri@gmail.com 9502319369 3rd Batch 

51 BANDARU SAI 
KALYANI Female BC.B MPC 2nd B.Sc 2022-2023 ksai58719@gmail.com 6304576286 3rdBatch 

52 MADADHA HARIKA Female BC.A MPC 2nd B.Sc 2022-2023 madadhaharika2@gmail.com 9642974853 3rd Batch 

53 MADAKAM 
ANUSHA 

Female ST MPC 2nd B.Sc 2022-2023 anushaisukaptla@gmail.com 8919273344 3rd Batch 

54 ISUKAPATLA 
ANUSHA JYOTHI Female SC CBHT 2nd B.Sc 2022-2023 anushaisukapatla@gmail.com 6305213029 3rd Batch 

55 KANDIVAL
ASA 
GANNEMM
A 

Female BC.A CBHT 2nd B.Sc 2022-2023 kganni446@gmail.com 6281180683 3rd Batch 

56 KONDA ASHA 
LATHA 

Female BC.D MPC 2nd B.Sc 2022-2023 lasha6187@gmail.com 8328051992 3rd Batch 

57 TIRRDI SARITHA Female BC.A MPCS 2nd B.Sc 2022-2023 tiridisaritha@gmail.com 7842554840 3rd Batch 

58 JARIPELLA 
SUNITHA 

Female SC CBZ 2nd B.Sc 2022-2023 janipellasunitha95@gmail.com 9000163805 3rd Batch 

59 KATTA KRUPA 
ANGEL 

Female SC CBZ 2nd B.Sc 2022-2023 kattasalmanraj@gmail.com 8297872587 3rd Batch 

60 MIRIYALA KEERTHI Female SC MPC 2nd B.SC 2022-2023  6303810688 3rd Batch 

61 MADHI RAMYA Female SC MPCS 1st B.SC 2022-2023 madhisrinu1982@gmail.com 9182832311 3rd Batch 

62 P.YAMUNA Female BC.A THP 2nd B.A 2022-2023  8919092654 3rd Batch 

63 M.LATHASRI Female SC MPC 2nd B.Sc 2022-2023 mlathasri02122003@gmail.com 8332887092 3rd Batch 

 
  

 
 
 



 
 

English Typing Syllabus- 

Chapter-Wise Details on English Typing Syllabus- 
o Chapter:1- English Typing Basics 
o Chapter:2- Home Row Practice 
o Chapter:3- Top and Bottom Row Keys 
o Chapter:4- Common Words and Sentences 
o Chapter:5- Numeric Keypad 
o Chapter:6- Special Characters and Symbols 
o Chapter:7- Increasing Speed and Accuracy 
o Chapter:8- Review and Final Assessments 
o Chapter:9- Additional Considerations: 

Detailed Sample syllabus on English typing course subjects: 
1. Introduction to English Typing Basics 

o Overview of the keyboard layout (QWERTY or other layouts) 
o Proper finger placement on the home row 
o Basic keyboard functions and key identification 
o Introduction to touch typing technique 

2. Home Row Practice 
o Drills and exercises to reinforce home row key positions 
o Emphasis on proper finger movement and posture 
o Building muscle memory for the home row 

3. Top and Bottom Row Keys 
o Introducing the top and bottom rows of the keyboard 
o Practicing letter combinations involving home row and top/bottom row keys 
o Developing coordination between hands and fingers 

4. Common Words and Sentences 
1. Typing common words and sentences to improve speed and accuracy 
2. Emphasis on maintaining a consistent pace while typing sentences 
3. Introducing basic punctuation and symbols 

5. Numeric Keypad 
o Introduction to the numeric keypad and its functions 
o Practice with numerical data entry and basic calculations 
o Integrating numeric keypad skills with regular typing 

6. Special Characters and Symbols 
o Typing special characters, symbols, and punctuation marks 
o Advanced drills to improve accuracy with non-alphabetic characters 
o Developing speed with mixed content 

7. Increasing Speed and Accuracy 
o Techniques for increasing typing speed without sacrificing accuracy 



o Timed typing exercises and drills 
o Individual and class goals for words per minute (WPM) improvement 

 

8. Review and Final Assessments 
o Comprehensive review of all keyboard keys and techniques 
o Final typing assessments to evaluate overall proficiency 
o Providing feedback and tips for continued improvement 

9. Additional Considerations: 
o Incorporation of typing software and online tools for practice 
o Regular typing speed tests and progress tracking 
o Customized exercises based on individual needs and areas for improvement 

 

 

 



 

 

 



 

 

 



  

 



 

Examination paper papers 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Certificate course Out Comes 

 

First of all, touch typing makes working at a computer more 
comfortable. Second, it enhances communication colleagues and 
customers. Third, it improves the accuracy of documents. From a 
productivity standpoint, an individual’s typing speed increases when 
switching from two finger typing to touch typing. Typing quickly and 
accurately allows students to complete assignments and tasks more 
swiftly. This efficiency gives them more time to focus on 
understanding the content and refining their work. Keyboarding has 
become a necessary skill for education and most careers. It has been 
become an important part of social relationships, helping to support 
email, social media, and other forms of communication. 

 



 

 



 

 

 

 

 
























