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     Typewriting English–Lower & Higher– Database 2023-24 

 
S.No 

 
Name of the Candidate 

 
Group 

 
Year 

English 
Higher/lower/Learner  

1 MALLADIMALINI B.Sc.,  MPC., 
II Year 

English Lower 

2 
MURAMALLADEVISRI 
DEEPTHI 

B.Sc., MPC 
II Year 

English Lower 

3 MEDAPATINAVYASRI B.Sc., MPC 
II Year 

English Higher 

4 GEDELANAVYA B.Sc., MPC 
II Year 

English Higher 

5 
CHANDALA 
MAHALAKSHMI 

B.Sc., MPC 
II Year 

English Lower 

6 
ISUKUPATLAANUSHA 
JYOTHI 

B.Sc., CBHT 
II Year 

English Lower 

7 MOSASOWJANYA BSc., MPC I Year English Lower 

8 NEDUNNURIJOSHNAVI B.Sc., MPC II Class 
English Lower 

9 
KANDIVALASALA 
GANNEMA 

B.Sc., CBHT II Year 
English Lower 

10 BANDARUSAIKALYANI B.Sc., MPC 
II Year English Lower 

11 KARRISAISWATHIDEVI B.Sc., HSc 
II Year English Lower 

12 OLETIVEERALAKSHMI Inter-MPC 
II Year English Lower 

13 MADAKAMANUSHA B.Sc., MPc II Year English Lower 

14 
CHAVAKULA 
CHANDRIKAANUSHA 

B.Sc-MPCs 
II Year English Lower 

15 
DEVADALAKSHMI 
KEERTHI B..Sc.,MPC 

II Year English Lower 

16 TIRIDISARITHA B.Sc-MPCs 
II Year English Lower 

17 KARRISANDHYA B.Sc.,-MPC II Year English Lower 

18 MALLADISUDHASRI B.Sc.,-MPC II Year English Lower 

19 MADADHAHARIKA B.Sc.,-MPC II Year English Lower 

20 
YELUGUBANTISAI 
NIKITA 

B.Sc.,-MPC II Year 
English Higher 

21 KARRI DEVI B.Sc.,-MPC II Year English Higher 

22 A.HARISHA B.Sc.,-MPC II Year English Lower 

23 P. MADHURI B.Sc.,-MPC 
II Year English Lower-

Practice 



24 CH.KUMARI B.Sc.,-MPC 
II Year English Lower-

Practice 

25 S.PARIMALA INTER- CEC II Year 
English Lower-

Practice 

26 U. BHAVANI INTER- CEC  
English Lower-

Practice 

27 S. DURGA DEVI TTC II Year 
English Lower-

Practice 

28 K.BHAVANI B.Com- General II Year 
English Lower-

Practice 

29 A.KAVYA SRI DEVI Inter- MPC  
English Lower-

Practice 

30 G.ALEKYA Inter- Bi.PC  
English Lower-

Practice 

31 M.JYOTHI B.Com-CA II Year 
English Lower-

Practice 

32 P.REKHA RANI B.Com- General II Year 
English Lower-

Practice 

33 K.A.N. LAKSHMI DED  
English Lower-

Practice 

34 R.JOGESWARI B.Com.,-CA II Year 
English Lower-

Practice 

35 B.SRAVANI B.Sc.,-CBZ 
II Year English Lower-

Practice 

36 L.NAGA LAKSHMI B.Sc.,-CZAQT 
II Year English Lower-

Practice 

37 U.MADHU SRI B.Sc.,- CZAQT 
II Year English Lower-

Practice 

38 G.MEGHANA B.Sc.,- CZAQT 
II Year English Lower-

Practice 

39 J.AKSHAYA B.Sc.,- CBHT 
II Year English Lower-

Practice 

40 K.N.SUSMA SRI B.Sc.,- CBHT 
II Year English Lower-

Practice 

41 M.LALITHA SRI B.Sc.,-MPC II Year 
English Lower-

Practice 

42 B.SUSEELA M.Com II Year 
English Lower-

Practice 

43 K.KRUPA B.Com-CA II Year 
English Lower-

Practice 

44 K.SHARMILA B.Sc.,-CBZ I  Year 
English Lower-

Practice 

45 K.MEGHANA B.Sc.,-CBZ II Year 
English Lower-

Practice 
 



English Higher - Typewriting Syllabus 
 

TYPEWRITINGSYLLABUS 

(Note:The Keyboarding Core Syllabus is in corporate within this syllabus). 
 
 

1. Aims 

The aims of the Typewriting syllabus are: 

• To enable students to operate the keyboard by touch, using correct technique 

• Toenablestudentsexplainanddemonstratekeyboardingskillswithassuranceand confidence 

• To develop in students the desire for self-improvement 

• Todevelopstudents'abilitytomeasure,evaluateandassessperformancesat production 

tasks and foster pride in work well done 

• Todevelopinstudentsabilitytounderstandwritteninstructions,toanalyseandsolve problems in 

tasks assigned 

• Toincreasestudents'abilitytointegraterelatedlearningswithnotetakingskillsin production 

typewriting 

• To enable students advance to higher levels in the skill acquisition process• 

 
2. Objectives 

Students who have completed a course in typewriting will be able to: 
 

 establish correct posture and finger in gat the key board and to improve keyboard 

memorization 

 learn tocontrolandmanipulateallaspectsofthekeyboard,includingletters,figures, symbols, and 

all special manipulative parts 

 develop good touch stroking techniques, quick responses in reading, steady and 

rhythmicmotionswithcontinuityatthekeyboardtoensureasteadyflowofwork 

 develop skilloflisteningtoandfollowingdirections,statedandimplied,writtenand oral 

 develop goodproofreadingabilities,detectallerrors,andacquireacriticalattitude towards 

spelling, punctuation, syllabification, and syntax 

 develop appreciation of the keyboard as a tool of literacy 
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 develop competenciesinstraightcopyingwithrapidityandaccuracyinordertoattain standards set 

for straight copy material 

 form good work habits 

 set upanattractiveletterfromprintedtextormanuscript*,makingcorrections required; 

prepare same for signature, and address envelopes or labels for same 

 apply the rules for word division 

 setup am anu script* copy 

 draft copies for creative writing for later editing and copying 

 prepare usable copy by making neat erasures, crowd and spread letters etc. 

 arrange material attractively: 
 
 

(a) centre material vertically and horizontally 

(b) display-type material to gain attention 

© type tabulation correctly and attractively 

(d) type from rough draft and skeleton information supplied* 

(e) prepare and display an assignment such as a one-page programme, application 

form, notice and agenda, memo, Manu ,advertisement, or other such related 

matter 

 
 typefromstraightcopyrapidlyandaccuratelyusingallmachinecontrolsfora defined 

period of time at an acceptable level of accuracy 

 

 
* For Higher Level only 

 

 
• further develop speed and accuracy, improve proof reading, and continue to 

refine techniques to contribute to better problem-solving activities in 

production work 

• apply copy-arrangement principles, and efficient work methods 

• perform skills over an extended period of time and apply those skills with 

minimal directions 
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• plan, arrange, proof read ,and correct with in a time framework 

• type a tabular statement in acceptable form, which may or may not require ruling 

• care for the machine and us edit with efficiency :evaluate and report on its 

maintenance 

 
3. Syllabus structure 

The time offered for the course may vary from school to school, according to circumstances, 

but an average of 100 to 150 hours over three years would generally be expected. The central 

activity in the course is the acquisition of typewriting skill 

andtheapproachwillvarywiththestudent'sdevelopmentandskillacquirementfrom time to time. 

Each activity will require input of knowledge and skills and the integration of the two is the 

essence of the typewriting activity. Tasks given to students should integrate the practical 

skills of literacy and numeracy with the business and commercial environment of the office 

workplace. 

 
At the production-typewriting stage, emphasis will be placed on further speed acquisition, 

development and accuracy consolidation, but the primary objective will be on application of 

the skills to satisfactory completion of assignments under a time framework. Students will be 

expected to apply knowledge and skills in performing the assignments, utilizing cognitive 

and psychomotor skills in the activities. The 

severalstylesandstrategiesutilisedinachievingtheobjectiveschartedwillbevested in the 

individual teachers, with no restrictions placed on motivational styles and strategies 

deployed in the classroom. 

4. Content of typewriting course 
 
 

Knowledge and Understanding 
 

The students should have: 
 

• A thorough working knowledge of the keyboard and its various alphabetic, 

numeric and special symbol keys 
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• a sound understanding of the techniques of performance and 

understanding of the purpose of the various drills and skill building 

devices 

• full recognition of errors, their cause and prevention 

• an understanding of how the keyboard functions so as to identify autism 

mechanism 

• an appreciation of what constitutes a well-keyed piece of work, copy free from 

double or fuzzy impressions, good character placement, alignment and display 

• a good understanding of alternative styles of letter placement to produce good 

attractive pieces of work 

• a good working understanding of pitch, print styles and document 

formatting 

• a good proof reading ability, to be able to spot errors and know how to make 

corrections with effective use of dictionary 

• correct knowledge of erasing techniques, realigning,' squeezing' and 

'spreading' of letters 

• a usable knowledge of assessment methods, such as Gross Words per 

Minute (GWPM), Nett Words per Minute (NWPM) 

 an understanding of the purpose of various drills and skill building devices 
 
 

In addition the following specifics should be an integral part of the syllabus: 
 

• Correspondence students should know how to layout letters 

Attractively, utilizing different styles, from printed 

text and manuscript*form; they should be familiar with 

designation/signature preparation 

 
• Tabulation students should know how to create tabular statements 

 
 

• Ruling students should know how to utilize alternative ruling 

strategies, both in and out of the machine if required 
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• Addressing students should know how to properly address 

envelopes/labels, using compatible styles for letters; they 

should know how to fold letters for envelopes 

• Display students should know how to display documents such as 

one-page programme, application forms, notices and 

agendas, memo, menus or other related matter, through 

applying knowledge of alternative pitch and print styles 

• Creative Work* students should know how to print answers to assignments 

and produce documents from skeleton information supplied 

4.2 Skills 
  

 
The student should be able to: 

• Type practice work, timed writing, and simple job tasks with good 

manipulative techniques, including correct posture at the machine 

• operateletter,figure,symbol,andspecificfunctionalandservicekeysby touch and 

without hesitation 

 

 
For Higher Level only 

 
 type straight copy paragraph material of average difficulty for 10 minutes at 

25wordsperminuteforOrdinaryLevel,andatarateof30wordsperminute for Higher 

Level 

 proof read and detect errors 

 calculate gross and net towards per minute and calculate mark awards 

applicable to time tests 

 reach the same degree of skill on a different machine in one week 

 decide on and utilize time saving strategies in application of the skill 



English Higher - Typewriting Syllabus 
 

 followinstructions,finishworkefficiently,anddeploygoodorganisational 

skills 

 typeproblems,suchaslettersfrommanuscript*andprintedformofmailable 

quality, arrange tabulated material with or without ruling to an acceptable 

level of accuracy 

 Demonstratebasictechniques(stroking,reading-typingresponsepatterns, 

efficient manipulation of the service keys) to a standard acceptable to the 

teacher 

 Use dictionary and other English guides for word-division, spelling and 

capitalisationwhilemaintainingorincreasingtypingratesontechnicalmaterials 

 Detectandcorrecterrors;drillonerrorcorrectionforgreaterproductivity 

 Diagnoseone'sowntechniquefaults,selectpracticematerialstocorrectthefaults, and 

practice until faults are eliminated 

 drillonnon-typingactivities,suchasproofreading,errorcorrection,reference 

materials, until substantial gains are made 

 Usepersonalinitiativeandresourcefulnessthroughpracticeintypingproblems 

without specific instructions 

 Maintain typewriter/machine in working condition 

 Keep work stations clean and orderly 

 Typeanswerstoassignments,includingpreparationofdocumentfromskeleton 

information* 

 

* For Higher Level only 
 
 

Attitudinal development 
 

As a result of this type writing course students will develop: 
 

 Positive attitudes towards work and pride in work well done 

 positivecharactertraitssuchasselfconfidence,neatness,concentration,and 

perseverance 

 ascension responsibility 

 a desire for semi improvement and a critical attitude in judging their work 

 positive attitudes towards technological developments• 
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5. Differentiationbetweenlevels 

Performance at differing levels will be differentiated by the complexity of the tasks, the 

degree of skill and accuracy of performance, knowledge and understanding and composing 

abilities. 

 
At Higher Level more emphasis will be placed on application, analysis, synthesis and evaluation 

of information through problem-solving and decision making activities. 

Typing answers to assignments, including preparation of document from skeleton information 

supplied, will be offered for assessment at the Higher Level only. 

 
 

6. Modes and techniques of examination 
 
 

General 
 

Modes of assessment should complement course objectives. 
 

Length of examinations will be 2hours for both Higher and Ordinary levels of assessment. 

 
Testswillbegradedaccordingtoexistingpracticeforcertificateexaminationsand held once yearly 

as for other subjects in Junior Certificate. 

 
A reading time will be allowed (as is customary for Typewriting examinations). Candidates 

should have accesstoadictionary(Invigilator'satleast)duringtheperiod of the examinations. 

 
 
 

Specific 

 
Assignments set for examinationwillreflecttheenvironmentofbusinessand commercial life. 
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The examination will consist of the following elements: 

 
(i) time/copytestfor10minutes(withacarboncopyforTypewriters)atarateof 25 w.p.m. for 

lower level, and 30 w.p.m. for higher level 

 
(ii) typing of a letter from printed text (for Ordinary Level); from printed text or 

manuscript or a combination of both (for Higher Level). There should be no 

errorsinspelling,punctuation,grammaretc.inthetestgivenforexamination at Ordinary 

Level, but at Higher Level it is envisaged that some such 

error scanbeexpected,andthatstudentswouldberewardedforidentifying and correcting 

these 

 
(iii) preparation of a tabular statement from printed form for Ordinary Level 

candidates,andfrommanuscriptoramixtureofbothprintedandmanuscript for Higher 

Level candidates 

 
(iv) preparation of a display document from printed form for Ordinary Level and from 

manuscript or a mixture of forms for Higher Level 

 
(v) type answers to assignments, inclusive of document preparation from skeleton form - 

this section to be offered at Higher Level only. 

 
 
 

There will be two separate examination papers on offer. 
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The marks allocations will be according to the following table: 
 
 

Mark Allocations 
 

 
 Higher-level Lower Level 

Question 1 25marks 25marks 

Question 2 20marks 25marks 

Question 3 25marks 30marks 

Question 4 15marks 20marks 

Question5 15 marks   

Totals 100% 100% 
 

 
 
 

AssessmentinTypewritingwillbeonthebasisofanexternalexamination.Schoolsmay apply to the 

Department of Education(Examinations Branch) or its agent for test papers. 



S.No Name of the Candidate Group Attadence 

1 MALLADIMALINI B.Sc.,  MPC., 109

2 MURAMALLADEVISRI DEEPTHI B.Sc., MPC 98

3 MEDAPATINAVYASRI B.Sc., MPC 95

4 GEDELANAVYA B.Sc., MPC 96

5 CHANDALA MAHALAKSHMI B.Sc., MPC 110

6 ISUKUPATLAANUSHA JYOTHI B.Sc., CBHT 103

7 MOSASOWJANYA BSc., MPC 102

8 NEDUNNURIJOSHNAVI B.Sc., MPC 106

9 KANDIVALASALA GANNEMA B.Sc., CBHT 98

10 BANDARUSAIKALYANI B.Sc., MPC 96

Typewriting English–Lower & Higher– Database 2023-24                                         
Students  Attendance report

11 KARRISAISWATHIDEVI B.Sc., HSc 95

12 OLETIVEERALAKSHMI Inter-MPC 100

13 MADAKAMANUSHA B.Sc., MPc 103

14 CHAVAKULA CHANDRIKAANUSHA B.Sc-MPCs 110

15 DEVADALAKSHMI KEERTHI B..Sc.,MPC 98

16 TIRIDISARITHA B.Sc-MPCs 97

17 KARRISANDHYA B.Sc.,-MPC 100

18 MALLADISUDHASRI B.Sc.,-MPC 102

19 MADADHAHARIKA B.Sc.,-MPC 100

20 YELUGUBANTISAI NIKITA B.Sc.,-MPC 96

21 KARRI DEVI B.Sc.,-MPC 99

22 A.HARISHA B.Sc.,-MPC 102

23 P. MADHURI B.Sc.,-MPC 57



S.No Name of the Candidate Group Attadence 

24 CH.KUMARI B.Sc.,-MPC 58

25 S.PARIMALA INTER- CEC 45

26 U. BHAVANI INTER- CEC 49

27 S. DURGA DEVI TTC 67

28 K.BHAVANI B.Com- General 87

29 A.KAVYA SRI DEVI Inter- MPC 67

30 G.ALEKYA Inter- Bi.PC 78

31 M.JYOTHI B.Com-CA 69

32 P.REKHA RANI B.Com- General 98

33 K.A.N. LAKSHMI DED 79

34 R.JOGESWARI B.Com.,-CA 86

35 B.SRAVANI B.Sc.,-CBZ 41

36 L.NAGA LAKSHMI B.Sc.,-CZAQT 49

37 U.MADHU SRI B.Sc.,- CZAQT 54

38 G.MEGHANA B.Sc.,- CZAQT 45

39 J.AKSHAYA B.Sc.,- CBHT 67

40 K.N.SUSMA SRI B.Sc.,- CBHT 60

41 M.LALITHA SRI B.Sc.,-MPC 34

42 B.SUSEELA M.Com 47

43 K.KRUPA B.Com-CA 75

44 K.SHARMILA B.Sc.,-CBZ 65

45 K.MEGHANA B.Sc.,-CBZ 45
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S.No Name of the Candidate Group Passed in HALL TICKET NO
English 

Higher/lower/Fail 

1 MALLADI MALINI
II B.Sc 
MPC

II Class TEL23070621022 English Lower

2
MURAMALLA DEVI SRI 
DEEPTHI

II B.Sc 
MPC

II Class TEL23070621023 English Lower

3 MEDAPATI NAVYA SRI
II B.Sc  
MPC

II Class TEH23070621004 English Higher

4 GEDELA NAVYA
II B.Sc 
MPC

II Class TEH23070621005 English Higher

5
CHANDALA 
MAHALAKSHMI

II B.Sc  
MPC

I Class TEL23070621024 English Lower

6
ISUKUPATLA ANUSHA 
JYOTHI

II B.Sc 
CBHT

II Class TEL23070621009 English Lower

7 MOSA SOWJANYA
III BSc 
MPC

I Class TEL23070621010 English Lower

8 NEDUNNURI JOSHNAVI
II B.Sc  
MPC

II Class TEL23070621011 English Lower

9
KANDIVALASALA 
GANNEMA

II B.Sc 
CBHT

I Class TEL23070621013 English Lower

10 BANDARU SAIKALYANI
II B.Sc 
MPC

II Class TEL23070621014 English Lower

11 KARRI SAI SWATHI DEVI II BSc  Hsc II Class TEL23070621015 English Lower

12 OLETI VEERA LAKSHMI Inter MPC II Class TEL23070621016 English Lower

13 MADAKAM ANUSHA II Bsc MPc II Class TEL23070621017 English Lower

14
CHAVAKULA 
CHANDRIKA ANUSHA

II B.Sc 
MPCs

II Class TEL23070621018 English Lower

15
DEVADA LAKSHMI 
KEERTHI

II B.Sc  MPC II Class TEL23070621019 English Lower

16 TIRIDI SARITHA
II B.Sc 
MPCs

II Class TEL23070621020 English Lower

17 KARRI SANDHYA
II B.Sc 
MPC

II Class TEL23070621021 English Lower

18 MALLADI SUDHA SRI
III BSc 
MPC

I Class TEL23070621010 English Lower

19 MADADHA HARIKA
II B.Sc 
MPC

II Class TEL23070621025 English Lower

20
YELUGUBANTI SAI 
NIKITA

II B.Sc  
MPC

II Class TEH23070621003 English Higher
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Students of Lower and Higher Grade in English are practicing in the Typewriting room 


