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FOREWORD

The Government of India has set an ambitious target of imparting skills to 30 crores people, one out of every
four Indians, by 2020 to help them secure jobs as part of the National Skills Development Policy. Industrial
Training Institutes (ITIs) play a vital role in this process especially in terms of providing skilled manpower.
Keeping this in mind, and for providing the current industry relevant skill training to Trainees, ITI syllabus
has been recently updated with the help of Mentor Councils comprising various stakeholders, viz., Industries,
Entrepreneurs, Academicians and representatives from ITIs.
The National Instructional Media Institute (NIMI), Chennai, has now come up with instructional material to
suit the revised curriculum for Secretarial Practice (English), 1st Semester Trade Practical NSQF
Level - 4 in Travel, Tourism & Hospitality Sector under Semester Pattern. The NSQF Level - 4 Trade
Practical will help the trainees to get an international equivalency standard where their skill, proficiency and
competency will be duly recognized across the globe and this will also increase the scope of recognition
of prior learning. NSQF Level - 4 trainees will also get the opportunities to promote life-long learning and skill
development. I have no doubt that with NSQF Level - 4 the trainers and trainees of ITIs, and all stakeholders
will derive maximum benefits from these Instructional Media Packages (IMPs) and that NIMI's effort will go
a long way in improving the quality of Vocational training in the country.
The Executive Director & Staff of NIMI and members of Media Development Committee deserve appreciation
for their contribution in bringing out this publication.
Jai Hind

RAJESH AGGARWAL

Director General/ Addl.Secretary
Ministry of Skill Development & Entrepreneurship,
Government of India.

New Delhi - 110 001
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PREFACE
The National Instructional Media Institute (NIMI) was established in 1986 at Chennai by the then Directorate
General of Employment and Training (D.G.E & T), Ministry of Labour and Employment, (now under Directorate
General of Training, Ministry of Skill Development and Entrepreneurship) Government of India, with technical
assistance from the Govt. of the Federal Republic of Germany. The prime objective of this institute is to
develop and provide instructional materials for various trades as per the prescribed syllabi (NSQF Level 4)
under the Craftsmen and Apprenticeship Training Schemes.
The instructional materials are created keeping in mind, the main objective of Vocational Training under
NCVT/NAC in India, which is to help an individual to master skills to do a job. The instructional materials are
generated in the form of Instructional Media Packages (IMPs). An IMP consists of Theory book, Practical
book, Test and Assignment book, Instructor Guide, Audio Visual Aid (Wall charts and Transparencies) and
other support materials.
The trade practical book consists of a series of exercises to be completed by the trainees in the workshop.
These exercises are designed to ensure that all the skills in the prescribed syllabus are covered. The trade
theory book provides related theoretical knowledge required to enable the trainee to do a job. The test and
assignments will enable the instructor to give assignments for the evaluation of the performance of a trainee.
The wall charts and transparencies are unique, as they not only help the instructor to effectively present a
topic but also help him to assess the trainee's understanding. The instructor guide enables the instructor to
plan his schedule of instruction, plan the raw material requirements, day to day lessons and demonstrations.
In order to perform the skills in a productive manner instructional videos are embedded in QR code of the
exercise in this instructional material so as to integrate the skill learning with the procedural practical steps
given in the exercise. The instructional videos will improve the quality of standard on practical training and
will motivate the trainees to focus and perform the skill seamlessly.
IMPs also deal with the complex skills required to be developed for effective team work. Necessary care
has also been taken to include important skill areas of allied trades as prescribed in the syllabus.
The availability of a complete Instructional Media Package in an institute helps both the trainer and
management to impart effective training.
The IMPs are the outcome of collective efforts of the staff members of NIMI and the members of the Media
Development Committees specially drawn from Public and Private sector industries, various training institutes
under the Directorate General of Training (DGT), Government and Private ITIs.
NIMI would like to take this opportunity to convey sincere thanks to the Directors of Employment & Training
of various State Governments, Training Departments of Industries both in the Public and Private sectors,
Officers of DGT and DGT field institutes, proof readers, individual media developers and coordinators, but for
whose active support NIMI would not have been able to bring out this material.

R. P. DHINGRA
EXECUTIVE DIRECTOR

Chennai - 600 032
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INTRODUCTION
TRADE PRACTICAL
The trade practical manual is intended to be used in workshop . It consists of a series of practical exercises
to be completed by the trainees during the First Semester course of the Secretarial Practice (English) trade
supplemented and supported by instructions/informations to assist in performing the exercises. These
exercises are designed to ensure that all the skills in the prescribed syllabus are covered.
The manual is divided into Five modules. The distribution of time for the practical in the Five modules are given
below.
Module 1

Shorthand practice and windows operating system

Module 2

Formation of words, phrases, and practice of MS-Word

Module 3

Speed enhancing techniques in S H and practice on computer

200 Hrs

Module 4

Prefixes & suffixes, Monetary units & dictation

125 Hrs

Module 5

Proficiency in note-taking and transcription on computer
Total

150 Hrs
50 Hrs

75 Hrs
600 Hrs

The skill training in the computer lab is planned through a series of practical exercises centred around some
practical project. However, there are a few instances where the individual exercise does not form a part of
project.
While developing the practical manual a sincere effort was made to prepare each exercise which will be easy
to understand and to carry out even by a below average trainee. However, the development team accepts that
there is scope for further improvement. NIMI, looks forward to the suggestions from the experienced training
faculty for improving the manual.
TRADE THEORY
The manual of trade theory consists of theoretical information for the First Semester course of the Secretarial
Practice (English) Trade. The contents are sequenced according to the practical exercise contained in the
manual on Trade practical. Attempt has been made to relate the theoretical aspects with the skill covered in
each exercise to the extent possible. This co-relation is maintained to help the trainees to develop the
perceptional capabilities for performing the skills.
The Trade Theory has to be taught and learnt along with the corresponding exercise contained in the manual
on trade practical. The indications about the corresponding practical exercise are given in every sheet of this
manual.
It will be preferable to teach/learn the trade theory connected to each exercise atleast one class before
performing the related skills in the shop floor. The trade theory is to be treated as an integrated part of each
exercise.
The material is not for the purpose of self learning and should be considered as supplementary to class room
instruction.
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LEARNING / ASSESSABLE OUTCOME
On completion of this book you shall be able to
• Familiarise with shorthand and computer application
• Prepare a complete sentence with use of logograms, grammalogues, contractions, Tick ‘THE’ & punctuation
Acquire knowledge of Windows operating system
• Identify the strokes R&H, Abbreviated W
• Identify small circle for S&Z, large circle for SW/SS, small loop & large loop for
ST/SD & STR
• Understand MS-Word by using all tools
• Recognise the direction of SHR, SHL and alternative forms
• Observe curved hooks and compound consonants
• Recognise different types of hooks
• Develop new sentences by applying halving/doubling principles
• Apply prefixes & suffixes
• Identify monetary units round figures & use them
• Use contractions & phrases to acquire speed in dictation taking
• Apply note-taking techniques for transcription on computer
• Understand the different meanings of similar outlines

(ix)
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SYLLABUS-SECRETARIAL PRACTICE (ENGLISH)
FIRST SEMESTER – 06 Months
Week
No.
1-4

Reference Learning
Outcome
Familiarisation with shorthand
and computer application.

Professional Skills
(Trade Practical)
With Indicative Hours
1. Practice of the Consonants
according to their pairs and
dictation thereof. (25 hrs)
2. Practice of joining stroke
consonants. (25 hrs)
3. Practicing of Long and Short
Vowels, Dot & Dash Vowels,
Preceding and Following
vowels, Intervening Vowels,
etc. and dictation of the same.
(25 hrs)
Computer:
4. Awareness of the computer
hardware in the lab and its
peripherals to accustom the
trainees for use of computer.
(25 hrs)

Professional Knowledge
(Trade Theory)
Introduction, Job Opportunities &
Scope of the Trade.
Introduction
to
Shorthand,
Consonants:
Definition,
Classification, arrangements and
directions, table of consonants,
Joining of Strokes
Vowels: Long & Short Vowels, Dot &
Dash Vowels, Places of Vowels,
following and preceding vowels,
Intermediate vowel, places of vowels
for joined strokes.
Computer Fundamentals:
Introduction, Definition, Utility, types
and applications of Computers.
Computer:
Hardware: Definition & Introduction,
Motherboard, Processor, Input &
Output Devices and Storage devices.
Software: Definition & types of
Software.

5-6

Prepare a complete sentence
with use of logograms
grammalogues, contractions,
tick ‘The’ & punctuation.

5. Practicing of Logograms,
Grammalogues, & Contractions,
with the use of tick ‘The’ and
Punctuation marks. (15 hrs)

Short
Forms:
Logograms,
Grammalogues, & Contractions, Use
of tick ‘The’ in phrasing, Use of
Punctuation Marks.

Acquire knowledge of Windows
operating system

6. Practice of Diphthongs and
Triphones. (15 hrs)

Computer Windows Operating
System: Introduction, Log on
accounts, Passwords, Minimizing,
Windows resizing, Moving, Closing
Windows, Windows Menu, Tool Bar,
Task Bar, menu bar and Start Button,
Shutting down Windows. Desktop,
Windows Explorer, Control Buttons
Open, Cut, Copy & Paste, etc.

Computer:
7. Practical use of Windows
Operating System. (10 hrs)
8. Familiarisation with Computer
Keyboard keys. (10 hrs)

Diphthongs:
Definition, Signs and Places of
Diphthongs and Triphones
Computer Keyboard Functions.
7-8

Identify the strokes R & H,
Abbreviated W.

9. Practice of Alternative Forms
of R & H. (10 hrs)
10. Practice of Abbreviated W,.
(10 hrs)

Alternative forms of R & H
Strokes,
b) Thick Downward R & H.
c) Alternative forms & their uses:
Abbreviated W, Diphone

11. Use of downward H, Tick H
and Dot H and upward SH and
dictation. (5 hrs)
(x)
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Week
Week
No.
No.

Reference Learning
Learning
Reference
Outcome
Outcome

Professional Skills
Skills
Professional
(Trade Practical)
Practical)
(Trade
With Indicative
Indicative Hours
Hours
With

Professional Knowledge
Knowledge
Professional
(Trade Theory)
Theory)
(Trade

12. Practice of Phraseography d) Computer keyboard Operations:
and dictation (5hrs)
Aspirate H : Tick & Dot H, Downward
13. Computer: Practice of the H Stroke & Upward Sh Stroke.
sitting posture on computer and Phraseography- Formation of
finger positioning on the Simple Phrases.
keyboard. (10hrs)
Computer:
14. Computer Typing practice
on Computer and Creation of MS- Word - Creation of File and use
MS Word file on Computer with of various tools.
the use of various options of
MS- Word. (10hrs)
9

Identify small circle for S & Z,
Large circle for SW/large loop &
small loop understand MS Word
by using all tools.

15. Practice of Small Circle for
S & Z, Use of circle S & Z with
other stroke Consonants and
dictation. (10hrs)
Computer Speed Typing:
16. Practice typing using typing
tutor. (15hrs)

10

The Circle: Small circle for S & Z,
Circle and the strokes, Circle S with
H stroke, Stroke L and circle S.
Computer Speed Typing: Speed
Calculation, Signs & Symbols,
Roman Numbers, Capitalizations of
Letters, Display, Counting Errors and
calculating speed and errors,
Evaluation & Marking Scheme.

16. Demonstrate:

a) Large Circle:

a) Large Circle – SW, SS, SZ
and their uses medially and
finally uses and dictation. (05
hrs)

Large Initial Circle for SW,SS, SZ

b) Small Loop for ST/SD. (04
hrs)

Use of large circle, medially and
finally, Circle and vowel places.
b) The loops:
Small Loop of ST/SD

c) Large loop of STR and
dictation. (04 hrs)

Large loop for STR

Computer:

MS Word- editing and formatting

17. Practice in MS-Word and
its options. (06 hrs)

Computer:

18. Practice typing using
11

Recognize the direction of SHR,
SHL and alternative forms.

typing tutor. (06 hrs)
17. Practice of Initial small
hooks for R & L. (06 hrs)
19. Apply the above on different
types of sentences (11 hrs)
Computer:
20. Practice on Computer for
Speed Typing (08 hrs)

(xi)

Initial small hooks (Double
Consonants): R & L Hooks, SHR &
SHL hooked strokes, Vowels and
double consonants
Computer:
Setting indents and spacing, Use of
help Options, Page Set up, Margins,
Ruler, and Paper Size in Word.
Inserting Lines and Page Breaks,
Viewing Documents Properties and
Printing, Use of Tables, Insertion and
Deletion of Rows and Columns,
Alignments between Rows & Columns
and other MS- Word Features.
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Week
Week
No.
No.
12

Reference
Reference Learning
Learning
Outcome
Outcome
Observe curved hook and
compound consonants.

Professional
Professional Skills
Skills
(Trade Practical)
Practical)
(Trade
With Indicative
Indicative Hours
Hours
With

Professional
Professional Knowledge
Knowledge
(Trade Theory)
Theory)
(Trade

Alternative forms of curved
hooked strokes, Left & Right Curves
a) Curved hooked strokes for of f/v/th/TH, upward SH with hooked
F/V/ith/TH. (04 hrs)
strokes, intervening vowels, circles
b) Develop new sentences to and hooks
follow the above rules (04 hrs)
Compound Consonants: Initial large
21. Compound Consonants and hooks of WH/WHL/KY/GY/KW/
develop WH/ WHL/ KY/ GY/ GW/MP/MB strokes.
KW/GW/ MP/ MB and apply on
different types of words. (04
hrs)
18. Demonstrate:

Computer:
22. Typing Practice of passages
from books, magazines, journal
and newspaper for enhancing
the speed and accuracy.(13 hrs)
13

Recognize different types of 19. Construct:
hooks
Final hook N and F/V and apply
it on various types of sentences
(09 hrs)
23. Shun Hook and join with
other Strokes and apply it on
the different types of sentences.
(09 hrs)

Final Hooks: N & F/V small hooks,
Hooks and Vowels, Circles and
Loops with finally hooked strokes.
Large Final Hook: (Shun Hook)
Use of Shun after Circle, Use of shun
hook after certain strokes.

Computer:
24. Practice on Computer for
Speed Typing (07 hrs)
14-15

Develop new sentences by
applying halving/doubling
principles.

20. Demonstrate Halving
Principles on different types of
words & sentences (20 hrs)
21. Halving of other compound
consonants and application on
Computer for Speed Typing.
(20 hrs)

Halving Principles: Halving of
Strokes for T or D, Halving of M,N,L,R,
for D, Halving of hooked MP/MB/NG
etc.

25. Practice pairs of words
confused and misused. (10 hrs)
16

17-18

Apply the prefixes.

26. Practice of Doubling
Principles, Doubling of other
compound consonants and
dictation (10 hrs)
Computer:
27. Practice on Computer for
Speed Typing (15 hrs)

Doubling Principles: Doubling of
Strokes for TR & DR, Doubling of
MP/MB/NG and L Strokes.

28. Practice of Prefixes and
their representative strokes and
Dictation. (25 hrs)
Computer :
29. Practice on Computer for
Speed Typing (25 hrs)

Prefixes-definition, Use and
representative lines

(xii)
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Week
Week
No.
No.
19-20

Reference
Reference Learning
Learning
Outcome
Outcome
Apply the suffixes

Professional
Professional Skills
Skills
(Trade Practical)
Practical)
(Trade
With Indicative
Indicative Hours
Hours
With
30. Practice of Suffixes and
their representative strokes and
Dictation(25 hrs)

Professional
Professional Knowledge
Knowledge
(Trade
Theory)
(Trade Theory)
Suffixes: Definition, Use and
representative lines

Computer :
31. Practice on Computer for
Speed Typing (25 hrs)

21

Identify the monetary units &
use them.

22. Explain the figuresa)
a) Monetary Units & Round
Figures and use it on
sentences. (06 hrs)

Intersection- Monetary Units &
Round Figures
Contractions- formation and uses,
Essential Vowels.

b) Contractions- formation and
uses, Essential Vowels and
dictation (06 hrs)
32. Develop the sentences to
follow above rules. Write in
shorthand & apply on Computer
for Speed Typing. (13 hrs)

22-23

Apply note-taking techniques.

33. Practice of Simple Letters
writing in shorthand and Useful
Note Taking Techniques (30
hrs)

Simple letter writing

Computer:
34. Practice on Computer for
Speed Typing (20 hrs)

24

35. Practice of Translation &
Note Taking Techniques. (13
hrs)

Translation & Note Taking Techniques

Computer:
36. Practice on Computer for
Speed Typing (12 hrs)

25

Project work/Industrial visit

26

Revision & Examination

Note
1 One hour soft skill classes to be arranged on a daily basis. Some of the sample project works (indicative only) are
given against each semester.
2 The instructor may design his own project.
3 The project should broadly cover maximum skills in the particular trade and must involve some problem solving skill.
Emphasis should be on Teamwork: Knowing the power of synergy/ collaboration, work to be assigned to a group (Group
of at least 4 trainees). The group should demonstrate Planning, Execution, Contribution and Application of Learning.
They need to submit a project report.
4 If the instructor feels that for the execution of a specific project more time is required them he may plan accordingly
to produce components/ sub-assemblies in appropriate time, i.e., may be in the previous semester or during execution
of normal trade practical.

(xiii)
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Travel, Tourism & Hospitality
Exercise 1.1.01
Secretarial Practice (English) - Shorthand practice and windows Operating System
Practice of the Consonants according to their pairs
Objectives: At the end of this exercise you shall be able to
• recognize the consonants and their respective strokes
• understand different characteristics of strokes
• write downward, upward, horizontal and curved strokes
• recognize thin and thick strokes.
TASK 1 : Practice of the Consonants according to their pairs and dictation thereof
Divisions

Character

Explodents

Name

Letter

pee

P

post

rope

bee

B

boast

robe

tee

T

tip

fate

dee

D

dip

fade

chest

etch

chay

Continuants

jay

J

jest

edge

kay

K

cane

leek

gay

G

gain

league

ef

F

fat

safe

vee

V

vat

save

ith

TH

thigh

wreath

thee

TH

thy

wreathe

ess

S

seal

base

zee

Z

zeal

baize

ish

SH

ship

dash

zhee

ZH

treasure

vision

ern

M

met

seem

en

N

net

seen

ing

NG

kingly

long

up
up

el
ar, ray

L
R

light
tire

tile
right

up

way

W

wet

away

up

yay

Y

yet

ayah

hay

H

high

adhere

Nasals

Coalescents
liquilds

CH

As sounded in

up
down
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1

(To be written by the student. The arrow shows the direction in which the stroke is to be written. The curves m, n and ng
and the straight strokes k and g are written on the line)
Stroke

Direction

Thin

Thick

P,B
T,D
Ch,J (chay)
K,G (gay)
F,V
th (ith), TH (thee)
S,Z (Zee)
SH (ish), ZH (zhee)
M
N
NG (ing)
L
R (ar)
R (ray)
W (way)
Y yay)
H (hay-up)
H (gat-down)

2
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TASK 1
1. Copy these strokes write them on the line, closely, as indicated
a. Straight down strokes
.....................................................................................................................................................................
.............................................................................................................................................................................
............................................................................................................................................................................
.............................................................................................................................................................................
..........................................................................................................................................................................
b. Horizontal
Strokes...........................................................................................................................................................
..............................................................................................................................................................................
.............................................................................................................................................................................
.............................................................................................................................................................................
.............................................................................................................................................................................
............................................................................................................................................................................
c. Downward

Thee

s

Curved.........................................................................................................................................................
Strokes.....................................................................................................................................................
.................................................................................................................................................................
.................................................................................................................................................................
................................................................................................................................................................
d. Upward strokes
Downward Strokes
................................................................................................................................................................
...............................................................................................................................................................

Travel, Tourism & Hospitality: Secretarial Practice (English) - Exercise : 1.1.01
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Travel, Tourism & Hospitality
Exercise 1.1.02
Secretarial Practice (English) - Shorthand practice and windows Operating System
Practice of joining stroke consonants
Objectives: At the end of this exercise you shall be able to
• write strokes for consonants & read them
• join the consonants as per rules.
TASK 1: Copy the outlines in the three lines below and practise 20 times each in your notebook
1. Join Strokes without lifting the pencil and write them in their directions.
a

.
...........................................................................................................................................................................
...............................................................................................................................................................................
...............................................................................................................................................................................
...............................................................................................................................................................................
...............................................................................................................................................................................

b.
...............................................................................................................................................................................
...............................................................................................................................................................................
..............................................................................................................................................................................
...............................................................................................................................................................................
...............................................................................................................................................................................
c.
...............................................................................................................................................................................
...............................................................................................................................................................................
...............................................................................................................................................................................
...............................................................................................................................................................................
...............................................................................................................................................................................

4
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d.
......................................................................................................................................................................
...............................................................................................................................................................................
................................................................................................................................................................................
.................................................................................................................................................................................
.................................................................................................................................................................................
TASK 2: Copy the joined strokes about ten times in each of the lines below. Then practise these in one full
page of your shorthand notebook, clearly showing thin and thick strokes.
a.
...............................................................................................................................................................................
...............................................................................................................................................................................
...............................................................................................................................................................................
...............................................................................................................................................................................
...............................................................................................................................................................................

b.
...............................................................................................................................................................................
...............................................................................................................................................................................
...............................................................................................................................................................................
...............................................................................................................................................................................
...............................................................................................................................................................................
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c.
...............................................................................................................................................................................
...............................................................................................................................................................................
...............................................................................................................................................................................
...............................................................................................................................................................................
...............................................................................................................................................................................
d
................................................................................................................................................................................
...............................................................................................................................................................................
...............................................................................................................................................................................
...............................................................................................................................................................................
...............................................................................................................................................................................
e.
...............................................................................................................................................................................
...............................................................................................................................................................................
...............................................................................................................................................................................
...............................................................................................................................................................................
...............................................................................................................................................................................
A. Now write Exercise 5 given in the practice book and copy one full page.
B. Take dictation or copy Exercise from the Text Book and find out errors and correct them. Rewrite the corrected
outlines 20 times each.

6

Travel, Tourism & Hospitality: Secretarial Practice (English) - Exercise : 1.1.02

Copyright @ NIMI Not to be Republished

TASK 3
a. Test your knowledge and skill by writing this Test exercise
a.

......................skj .............................zr

....................zml

.......................sl .....................zp

b.

......................shk............................shnt ......................zm .......................shd ..................shr

c.

.......................fch.............................fl...........................vjk...........................vr......................fwd

d.

...................... thn............................ thm .....................thd...........................thrd...................thl

b. Check your outlines from the Key below and mark the wrong outlines. Write them correctly and practise the corrected
outlines about 20 times each.
Errors Corrected (E.C.)
a.
b.
c.
d.
...................................................................................
...................................................................................
...................................................................................
...................................................................................
...................................................................................
...................................................................................
C. Take dictation or Copy Exercises from your Text Book. Check errors and rectify them. Copy corrected outlines 20
times, each. If the percentage of errors exceed 5%, practise strokes in Exercises once again for 5 times.
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Travel, Tourism & Hospitality
Exercise 1.1.03
Secretarial Practice (English) - Shorthand practice and windows Operating System
Practising of long and short vowels, dot & dash vowels, preceding and
following vowels, intervening vowels, etc., and dictation of the same
Objectives: At the end of this exercise you shall be able to
• pronounce the consonants while practising
• write strokes for consonants and signs for vowels as per their light / heavy sounds
• write the outlines above / on / through the line as per vowel sound
• thicken the stroke for a heavy consonant sound.
Copy the outlines in the three lines below and practise 20 times each in your notebook.
TASK 1: Vowel sounds and position of strokes
e. Vowel Positions

a. Heavy dot

Following vowels:
I

Place

calm

palm

f. Preceding vowels

b. Light dot
g. Position writing
First place - above the line
Second place - on the line
Third place - Through the line

c. Heavy dash

8
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TASK 2: Copy the outlines in the lines below and practise 20 times each in your notebook
a.
.................................................................................................................................................................
.................................................................................................................................................................
.................................................................................................................................................................
.................................................................................................................................................................
b.
...................................................................................................................
.....................................................................................................................................
..................................................................................................................
..................................................................................................
.................................................................................................
c.
....................................................................................................................
..................................................................................................................................
..........................................................................................................................................
......................................................................................................
.........................................................................................................
d.
..................................................................................................
..........................................................................................
.................................................................................................
........................................................................................................
........................................................................................

Travel, Tourism & Hospitality: Secretarial Practice (English) - Exercise : 1.1.03

Copyright @ NIMI Not to be Republished

9

TASK 3
1. Copy the outlines in each of the following 5 lines before practising the outlines for one full page in your shorthand
notebook
a
......................................................................................
.....................................................................................
...................................................................................
....................................................................................
........................................................................................
b
...............................................................................
...............................................................................
...............................................................................
...............................................................................
...............................................................................
c.
...............................................................................
...............................................................................
...............................................................................
...............................................................................
...............................................................................
d

.
....................................................................................
...............................................................................
...............................................................................
...................................................................................

10
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TASK 4
6. Explain short dot vowels and the difference between Short and Long Vowels by examples.
Copy the outlines in each of the following 5 lines before practising the outlines for one full page in your shorthand note
book. Light strokes should be distinguished from dark strokes. Position of strokes should be in accordance with
placement of vowels.
a
......................................................................................
...............................................................................................
.....................................................................................
....................................................................................
....................................................................................
b
......................................................................................
.........................................................................................
.........................................................................................
......................................................................................
c
........................................................................................
...................................................................................
......................................................................................
.........................................................................................
.....................................................................................
d

.
...............................................................................
...............................................................................
...............................................................................
...............................................................................
...............................................................................

A. Copy outlines of exercises in the book. Take care to distinguish between light and dark strokes, and write them in their
positions according to vowel signs.
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TASK 5
1. Now test your knowledge and skill by writing outlines in the blank space:
a
b.
c.
d.
2. Check your outlines with the Key, mark errors and rectify them by repeated practice.
................................................................................................................
.......................................................................................................
.....................................................................................................
.......................................................................................................
....................................................................................................
......................................................................................................
Errors Corrected (E.C.)
.......................................................................................................
......................................................................................................
.....................................................................................................
.................................................................................................
..................................................................................................
...................................................................................................
B Try to read the shorthand script as much as possible to grasp the script immediately. If not able to read, then only
refer to the key of the exercises concerned.
C Practise the exercises given in the Text book at the end of the chapter. Proceed to next if the accuracy is about 95%.

12
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Travel, Tourism & Hospitality
Exercise 1.1.04
Secretarial Practice (English) - Shorthand practice and windows Operating System
Awareness of the computer hardware in the lab and its peripherals to
accustom the trainees for use of computer
Objectives: At the end of this exercise you shall be able to
• view and identify the input and output devices connected to the computer in the lab
• disconnect the devices from the computer and reconnect them to the computer
• practise on booting the computer
• turn OFF the computer.

Requirements
Hardware & Software
•

Intel core i3 or higher with Windows 7
operating system PROCEDURE

TASK 1: View and Identify the input and output devices of the computer
1 Identify the various devices of the computer by referring.
(Fig 1)
Fig 1

1

3

2 Label the identified devices with numbers.

2

6

5

4

9

8

7

10

11
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13

3 Write the name of the devices in Table 1.
Table 1
SI. No.

Label

1

1

2

4

3

2

4

3

5

7

6

5

7

8

8

12

9

10

10

11

11

9

12

6

Name of the Device

4 Get it checked with the instructor.
TASK 2: Disconnecting the devices from the computer and reconnecting them to the computer
Disconnecting the computer
1 Switch 'OFF' the power supply.

Fig 2

2 Unplug all the power cables(CPU, Monitor, and Printer)
from the wall socket.
3 Unplug all the interface (data) cables from back side
of the computer.
Reconnecting the computer
Check whether the data cable is PS/2 or USB
type for keyboard and mouse
1 Connect the keyboard cable to the CPU as shown in
Fig 1.

PS2 CABLES

2 Connect the mouse cable to the CPU(Central
Processing Unit) as shown in Fig 2.

14

Travel, Tourism & Hospitality: Secretarial Practice (English) - Exercise : 1.1.04

Copyright @ NIMI Not to be Republished

3 Connect the monitor (interface cable) to the CPU as
shown in Fig 3.
Fig 3

Check male and female pins of the USB or
parallel port screw it while connecting.
6 Connect the USB device to the CPU as shown in Fig.6.
Fig 6

PS2 CABLES WITH PORT

Check the parallel cables weather male and
female pins and screw it while connecting
4 Connect the printer power cable to the wall socket and
interface(data) cable to the CPU as shown in
Fig 4.

NETWORK CABLE WITH PORT

7 Connect theCPU and monitor power cableto the wall
socket as shown in Fig 7.
Fig 7

Fig 4

USB CABLE WITH PORT
MALE PIN INTERFACE CABLE

5 Connect the network cable to the CPU as shown in
Fig 5.

Fig 8

Fig 5

MALE AND FEMALE POWER CABLE

INTERFACE CABLE WITH PORT
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TASK 3: Booting the computer
1 Switch 'ON' the power button in the CPU as shown in
Fig 1.

Fig 2

Fig 1

MONITOR

3 Check and record the following status in the given Table
- 2 (with tick mark) while booting the computer.
If the above status in the Table - 1 goes wrong
recheck the connection
4 Get it checked with the instructor.

CPU

2 Switch ON the power button in the Monitor as shown
in Fig 2.
TABLE 2
SI. No.

Status while booting

1

Beep sound been heard when a computer get started

2

Keyboard lights flashes

3

Mouse lights glows

4

Monitor lights glows (turn from yellow to green)

5

CD/DVD/Floppy drive lights flashes (turn green)

6

Power on LED and Hard disk LED glows on the CPU
(turns green)

7

Printer

Put a tick mark [P]
(if your connections are correct)

a. Dot-matrix / Inkjet (The head moves from right to
left and the lights glows)
b. Laser jet (and the light glows)

16
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TASK 4 : Turning OFF the computer
1 Save all of the data in the application.
2 Close all the software's and applications.

3 Click start button and click shutdown button as shown
in Fig 3.

Fig

4 Get it checked with your instructor.
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Travel, Tourism & Hospitality
Exercise 1.1.05
Secretarial Practice (English) - Shorthand practice and windows Operating System
Practice of logograms, grammalogues, contractions, tick ‘the’ and punctuation marks
Objectives: At the end of this exercise you shall be able to
• identify the logograms
• write the logograms and grammalogues.
TASK 1: Copy the outlines in each of the following 5 lines before practising the outlines for one full page in your
shorthand notebook
a

.
...............................................................................
...............................................................................
...............................................................................
...............................................................................
...............................................................................

b

.
...........................................................................................
.........................................................................................
.........................................................................................
.......................................................................................
.........................................................................................

Check the sign, placement and direction of logograms, and correct errors.
Errors Corrected (E.C.)
...................................................................................
...................................................................................

18

Copyright @ NIMI Not to be Republished

TASK 2
Copy the grammalogues in the following 4 lines and then practise them. Remember that these are not vocalised.
a.
...............................................................................
...............................................................................
...............................................................................
...............................................................................
...............................................................................
b.
...............................................................................
...............................................................................
...............................................................................
...............................................................................
...............................................................................
c.
.......................................................................................
...........................................................................................
...............................................................................
...........................................................................................
..................................................................................................
d
..............................................................................................
..............................................................................................
.................................................................................................
................................................................................................
Always write logograms, grammalogues and contractions in their fixed places as their signs may represent other words in other places.
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TASK 3
Copy these in the lines below and pracitse each one of them in your notebook
a
...............................................................................
...............................................................................
...............................................................................
...............................................................................
...............................................................................
b
................................................................................
...............................................................................
...............................................................................
...............................................................................
...............................................................................
c
...............................................................................
...............................................................................
...............................................................................
...............................................................................
...............................................................................
d
...............................................................................
...............................................................................
...............................................................................
...............................................................................
...............................................................................
e
...............................................................................
...............................................................................
...............................................................................
...............................................................................
...............................................................................

20
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TASK 4: Fill in the blanks
Shorthand sign for . (Full stop)
Shorthand sign for , (Comma)
Shorthand sign for ; (Semicolon)
Shorthand sign for : (Colon)
Shorthand sign for - (Hyphen)
Shorthand sign for _ (Dash)
Shorthand sign for ! (Exclamation mark)
Shorthand sign for ? (Question mark)
Shorthand sign for ( ) (Brackets)
Shorthand sign for Paragrah
Shorthand sign for Capitals

TASK 5: Write in shorthand fully punctuating the sentences
He can go
Rama came
No, he comes tomorrow
Can he come today?
Aid Ed to do it

TASK 6: Read the sentences and write in shorthand. Practise the shorthand sentences, five times each
a Take the money and pay the bill to Miller.
b They appeal to Ramana to take a share of the game and lead to victory.
c Happy village folk showed Joe Mary the route to reach the shed at the edge of the lake.
d Tom and Mary may marry. If so, they may all be at the wedding.
e Many take food on the leafy bank at the bottom of the lovely village.
f

The lady may catch us on the way and so we shall reach the dock early enough to look at the big ship.
Key

a
b
c
d
e
f
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TASK 7
Test your knowledge and skill by taking down dictation of the Exercise in your Shorthand notebook.
a

They came to see us on Monday, the fifth May.

b

The long rope was bought and put in the shop today.

c

They should put all the money in the bank.

d

The team came to see the match today at the Delhi Gate.

e

She may be going for jogging today, at 5 A.M.

f

The bank should pay to the firm, the difference of monthly pay.

g

They can be rich, if they manage the shop.

h

The shawl should be both yellow and red.

i

The monkey who came to the shop, took away the big rod.

j

A copy of the Bill should also be given to the bank today.
Key

a
b
c
d
e
f
g
h
i
j
8 Check your outlines with the key, mark all the errors, and rectify them by practising correct outlines for about 20
times, in your shorthand Notebook.
E.C.

.....................................................................
.....................................................................

22
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Travel, Tourism & Hospitality
Exercise 1.1.06
Secretarial Practice (English) - Shorthand practice and windows Operating System
Practice of diphthongs and triphones
Objectives: At the end of this exercise you shall be able to
• explain/understand the use of diphthongs (two vowel sounds), triphones (three vowel sounds), Diphones
• practise and remember their signs and places.
TASK 1: Copy the outlines in the lines below and practise 20 times each in your notebook
a.
...............................................................................
...............................................................................
...............................................................................
...............................................................................
b
...............................................................................
...............................................................................
...............................................................................
...............................................................................
...............................................................................
c
...............................................................................
...............................................................................
...............................................................................
...............................................................................
d
...............................................................................
...............................................................................
...............................................................................
...............................................................................
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TASK 2: Copy the outlines in the lines below and practise each one of them in your note book
a
...............................................................................
...............................................................................
...............................................................................
...............................................................................
b
............................................................................................
.....................................................................................
...............................................................................
...............................................................................
...............................................................................
c
...............................................................................
...............................................................................
...............................................................................
...............................................................................
d
...............................................................................
...............................................................................
...............................................................................
...............................................................................
e
...............................................................................
...............................................................................
...............................................................................
...............................................................................

24
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TASK 3: Now test your knowledge and skill by writing in your Notebook Exercise 16 and rectify errors with the
help of key
a

I had given the diary to the head of the shop, who denied it.

b

How can I go to Lucknow by road now and reach today?

c

I know the boy wrote an essay on Cow and got the cash award.

d

I wrote my view in the diary of my colleague in the bank at Shimla.

e

If I buy any item now, my bag may get heavy.

f

Nobody may die of malaria now in India.

g

Type a page daily and check it thoroughly to get a reward.

h

She liked the large idol with a mirror at the shop, but she had no money.

i

Roy took charge of the Asiad on the 26th July, 1983.

j

The cash which I have put in the bag should be given to the head of the UCO Bank.
Key

a
b
c
d
e
f
g
h
i
j

A. Mark the errors, write the correct outlines and practise tham in your Shorthand Notebook.
E.C. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
..............................................................................
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Travel, Tourism & Hospitality
Exercise 1.1.07
Secretarial Practice (English) - Shorthand practice and windows Operating System
Practical use of windows operating system
Objectives: At the end of this exercise you shall be able to
• start with windows
• create and save a text file in wordpad
• open and edit a text file in wordpad
• copy a text file in a folder
• move and rename a file
• delete and restore a file
• create a file in paint and print.

Requirements
Hardware & Software

• Intel core i3 or higher with Windows 7 operating system
TASK 1: Start with Windows
1 Push the computer's power button.

Then if the monitor is not turned on, press its
power button to turn it on and wait till the windows7 user account appears as in Fig 1

Fig 1

2 Click a user name if necessary
If there is only one user then there is no need
to choose a user account, go to Step 3.

26

3 Type the password using uppercase and lowercase letters as necessary, as shown in Fig. 2.
4 Click the “Go” button
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Fig 2

If the password is incorrect, "The user name
or password is incorrect" message will display.
After entering correct user name and
password, the Windows 7 desktop will appear
as shown in Fig. 3
Fig 3
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TASK 2: Create and Save a text file in Wordpad
1 Click the "Start button" on the “Taskbar”, point to "All
Programs" and click "Accessories", then click
"WordPad"as shown in (Fig.4 & 5).

Fig 5

Fig 4

2 Type "Meeting Notes, October 11", then press [Enter]
WordPad inserts a new blank line and places
the insertion point at the beginning
3 Type "The 2013 tour will visit:", press [Enter], type "Australia", press [Enter], type "Micronesia",press [Enter],
type "New Zealand", press [Enter], then type "Your
name"; as shown in (Fig.6).
4 Click the WordPad button on the upper-left side of the
window below the title bar, then click Save on the
WordPad menu
The first time save a file using the Save button,
the Save As dialog box opens. Use this dialog
box to name the document file and choose a
storage location for it.
6 Click the Down scroll arrow in the Navigation pane scroll
bar,as needed to see computer and any storage devices listed under it
7 Click the name of the drive

Under Computer, the storage locations
available on the computer, such as Local Disk
(C:) (D:) (E:).
8 Click in the Filename text box to select the default
name Document, type Meeting, then click Save as
shown in (Fig.7)

Fig 6

28
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The document is saved as a file on drive. The
WordPad program creates files using the RTF
format. Windows adds the .rtf file extension
automatically after you click Save.

9 Click the Close button on the WordPad window
The WordPad program closes. The WordPad
file saved on the hard disk drive.

Fig 7

TASK 3: Open and Edit a text file in Wordpad
1 Click the WordPad button , then click Open
2 Scroll down in the Navigation pane and select the drive
The contents of Hard disc drive appear in the
File list as shown in Fig 8.

3 Click Meeting in the File list, then click Open
The document you created earlier opens.
4 Click to the right of the "d" in New Zealand, press [Enter], then type "NIMI closed the meeting" as shown in
Fig.9.
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Fig 8

Fig 9

30
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The edited document includes the text you just
typed.
5 Click the WordPad button , then click Save As, as
shown in (Fig.10)

WordPad saves the document with your most
recent changes, using the filename and
location you specified
7 Click Exit

Fig 10

TASK 4: Copy a text file in a folder
1 Click the "Start" button on the taskbar, then click
"Computer"
2 Double-click Hard disc drive in the file list
3 Click the "New folder" button in the toolbar

A new folder appears in the File list, with its
name, "New folder", selected. Because the
folder name is selected, and type the text to
replace the selected text as the folder name.
4 Type Meeting Notes, then press [Enter] as shown in
(Fig.11).
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Fig 11

5 Click the Meeting.rtf document in the File list, click
the Organize button on the toolbar, then click Copy, as
shown in Fig 12 (or) press Ctrl + C

Fig 12

6 Double-click the Meeting Notes folder in the File list,
the folder opens.
7 Click the Organize button on the toolbar, then click
Paste (or) Ctrl + V
A copy of Meeting.rtf file is pasted into new
Meeting Notes folder.

32
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Fig 13

TASK 5: Move and Rename a file
1 Click Hard disc drive.
2 Click the Meeting document to select it
3 Click the Organize button on the toolbar , then click
Cut as shown in (Fig.14) (or) press Ctrl + X
Fig 14

4 Click Documents in the Navigation Pane, under Libraries.
6 Click the Organize button on the toolbar, then click
Paste as shown in (Fig.15) (or) press Ctrl + V
The Meeting.rtf document appears in your
Documents library

Fig 15
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7 Select the Meeting.rtf file , click the Organize button
on the toolbar, then click Rename as shown in Fig 16.

Fig 16

The filename is highlighted. Just type a new
name to replace the old one, but add the word
"Notes" to the end of the filename instead.
8 Click the mouseafter the "g" in "Meeting", press
[Spacebar], then type Notes, then press [Enter] as
shown in Fig.17.
The changed name of the document copy in
the Documents library. The filename now reads
Meeting Notes.rtf
9 Close the window

Fig 17

34
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TASK 6: Delete and Restore a file
1 Click the Start button on the taskbar, then click
Documents.

Fig 18

Your Documents library opens.
2 Click Meeting Notes.rtf to select it, click the Organize
button on the toolbar, then click Delete.
The delete file dialog box will display for
confirmation of file deletion.
3 Click Yes for the confirmation as shown in (Fig 18)
The deleted file was moved to Recycle Bin.
4 Click the Minimize button on the window's title bar and
examine the Recycle Bin icon
The Recycle Bin contains deleted folders and
files.
5 Double-click the Recycle Bin icon on the desktop
The Recycle Bin window opens and displays
any previously deleted folders and files,
including theMeeting Notes.rtf file as shown
in (Fig 19)

6 Click the "Meeting Notes" file to select it, then click
the "Restore this item" button on the Recycle Bin
toolbar
The file returns to its original location and no
longer appears in the Recycle Bin window
7 Click the Documents library in the Navigation pane
The Documents library window contains the
restored file.

Fig 19
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8 Click the Meeting Notes file, press the [Shift]+[Delete]
key on your keyboard, then click Yes in the Delete File
dialog box as shown in (Fig. 20).

Fig 20

The Meeting Notes.rtf file is permanently
deleted from the Documents library. The file
will not be stored in Recycle Bin.So you cannot
restore back.

TASK 7: Create a file in MS Paint and print
1 Click the "Start button" ,Point to "All Programs", Click
the "Accessories" folder

2 Move the pointer over Paint and click once
The Paint program window opens on the
screen, as shown in (Fig 21).

Fig 21

4 Click the Gold button in the Colors group, move the
pointer over the white drawing area, called the canvas,
then drag to draw a rectangle
5 Click the Fill with color icon in the Tools group, click
the Light turquoise color button in the Colors group.
6 Click inside the oval, click the Purple color button, then
clickinside the rectangle, and compare the drawing to
(Fig. 22)
7 Click the Select list arrow in the Image group, then
click Select ‘All’.

36

The Select menu has several menu
commands. The Select all command selects
the entire drawing, as indicated by the dotted
line surrounding the white drawing area.
8 Click the Rotate or flip button in the Image group, then
click Rotate right 90º
9 Click the Paint menu button just below the title bar,
then click “Print”

Travel, Tourism & Hospitality: Secretarial Practice (English) - Exercise : 1.1.07

Copyright @ NIMI Not to be Republished

Fig 22

The Print dialog box opens, as shown in
(Fig 23). This dialog box lets as choose a printer,
specify which part of the document or drawing
to print, and choose how many copies to print.
Fig 23

10 Click “Print”
The drawing prints on the printer. Now close
the program without saving the drawing.
11 Click the Paint menu button just below the title bar,
then click Exit, then click Don't Save as shown in
(Fig 24).
Fig 24

11 Get it checked with the instructor
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Control panel in windows 7
Objectives: At the end of this exercise you shall be able to
• change the system date and time properties
• change the desktop background (wallpaper)
• change screen saver
• change the colors on the computer
• add or remove common desktop icons
• uninstall or change a programme
• change mouse settings
• install and remove printer.

Requirements
Hardware & Software

• Intel core i3 or higher with Windows 7 operating system
TASK 1: Changing system date and time properties
1 Click Start button ' Control Panel ' Date and Time as
shown in Fig 1.
Fig 1

2 Click the Date and Time tab, and then click ‘Change’
date and time as shown in Fig 2.
In the Date and Time Settings dialog box as in
Fig.2, do one or more of the following:
To change the hour, double-click the hour, and
then click the arrows to increase or decrease
the value.
To change the minutes, double-click the minutes, and then click the arrows to increase or
decrease the value.
To change the seconds, double-click the seconds, and then click the arrows to increase or
decrease the value.
3 Click ‘OK’.
4 Click Change time zone, to change the time zone,
5 Click your current time zone in the drop-down list, in
the Time Zone Settings dialog box, and then click
OK.
6 Click OK.
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Fig 2

TASK 2: Change the desktop background (wallpaper)
1 Click Control panel → Personalization

The following dialog box appears as shown in
Fig 3.

Fig 3
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2 Click Desktop Background.

The following dialog box appears as shown in
Fig 4.

Fig 4

3 Click the picture or color.
If the picture isn't in the list of desktop
background pictures, click an item in the
Picture location list to see other categories, or
click Browse to search for the picture on the
computer and double-click it. It will become
the desktop background.

Under Picture position, click the arrow and
choose whether to crop the picture to fill the
screen, fit the picture to the screen, stretch the
picture to fit the screen, tile the picture, or
center the picture on the screen, and then click
Save changes. To make any picture stored on
the computer (or a picture you are currently
viewing) desktop background, right-click the
picture, and then click Set as Desktop
Background

TASK 3: Change screen saver
1 Click Control panel → Personalisation → Screen saver.
The following dialog box appears as shown in
Fig 5
2 Click any screen saver in the Screen saver list, and
then click OK.

40

To see screen saver will look like, before clicking OK, click Preview. To end the screen saver
preview, move the mouse or press any key,
and then click OK to save changes. To stop a
screen saver and return to the desktop, move
the mouse or press any key.
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Fig 5

TASK 4: Change the colors on the computer
1 Click a theme as shown in Fig 6. The pictures, color,
and sounds on the computer will change automatically.
To change colors on the computer manually
If you don't want to use the colors associated
with your current theme, you can change
colors on your computer manually.
2 Click Control panel → Personalization → Window
color. Click the color and then click Save changes.

To change Windows appearance style
3 Click Control panel → Personalisation
color'Advanced appearance settings

→ Window

The following dialog box appears as shown in
Fig 7.
4 Select any window component in the Item list box
(Desktop shown in Fig.7) and select the desired color
from the color1 list box

Fig 6
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Fig 7

TASK 5: Add or remove common desktop icons
You can add or remove special Windows
desktop icons, including shortcuts to the
Computer folder, your personal folder, the
Network folder, the Recycle Bin, and Control
Panel. If you remove one of these special icons
from view, you an always add it back.

Fig 8

1 Click Control panel → Personalization
2 Click Change desktop icons in the left pane.
Desktop Icon settings dialog box appears as
shown in Fig.8
Under Desktop Icons, select the check box for
each icon to add to the desktop, or clear the
check box for each icon to remove from the
desktop, and then click OK.
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TASK 6: Uninstall or change a program
1 Click Control panel

2 Select a unwanted program, and then click Uninstall.

→ Programs and Features.

The following screen appears as shown in
Fig 9.
Fig 9

TASK 7: Change mouse settings
To change how the mouse buttons work

Fig10

1 Click Control panel → Mouse.
The following screen appears as shown in
Fig 10
2 Click the Buttons tab

Travel, Tourism & Hospitality: Secretarial Practice (English) - Exercise : 1.1.07

Copyright @ NIMI Not to be Republished

43

Do any of the following

2 Click the Pointer Options tab.

• To swap the functions of the right and left

A screen appears as shown in Fig.12. To
change the speed at which the mouse pointer
moves, under Motion, move the Select a
pointer speed slider toward Slow or Fast.

• To change how quickly you must click the

To make the pointer work more accurately
when you're moving the mouse slowly, under
Motion, select the Enhance pointer precision
check box.

mouse buttons, under Button configuration,
select the Switch primary and secondary
buttons check box.
buttons to perform a double-click, under
Double-click speed, move the Speed slider
toward Slow or Fast.

• To turn on ClickLock, which enables you to

highlight or drag items without holding
down the mouse button, under ClickLock,
select the Turn on ClickLock check box.

3 Click OK.
To change how the mouse pointer looks
1 Click Control panel → Mouse.
The screen appears as shown in Fig 10
2 Click the Pointers tab.
A screen appears as shown in Fig 11
Do one of the following:

• To give all of the pointers a new look, click the Scheme

drop-down list, and then click a new mouse pointer
scheme.

To speed up the process of selecting a choice
when a dialog box appears, under Snap To,
select the Automatically move pointer to the
default button in a dialog box check box.
To make the pointer easier to find when you
move it, under Visibility, select the Display
pointer trails check box, and then move the
slider toward Short or Long to decrease or
increase the length of the pointer trail.
To ensure that the pointer doesn't block your
view of the text you're typing, under Visibility,
select the Hide pointer while typing check box.
To find a misplaced pointer by pressing the Ctrl
key, under Visibility, select the Show location
of pointer when I press the Ctrl key check box.
Fig 12

Fig 11

• To change an individual pointer, under Customize, click
the pointer to change in the list, click Browse, click
the pointer to use, and then click Open.

To change how the mouse pointer works
1 Click Control panel → Mouse.
The screen appears as shown in Fig 10.
44

3 Click OK.
To change how the mouse wheel works
1 Click Control panel → Mouse.
The screen appears as shown in Fig.10.
2 Click the Wheel tab
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A screen appears as shown in (Fig.13) and then
do one of the following
Fig 13

To set the number of lines the screen will scroll
for each notch of mouse wheel movement,
under Vertical Scrolling, select The following
number of lines at a time, and then enter the
number of lines to scroll in the box.
To scroll an entire screen of text for each notch
of the mouse wheel, under Vertical Scrolling,
select One screen at a time.
If your mouse has a wheel that supports
horizontal scrolling, under Horizontal Scrolling,
in the Tilt the wheel to scroll the following
number of characters at a time box, enter the
number of characters you want to scroll
horizontally when you tilt the wheel to the left
or right.
3 Click OK.

TASK 8: Install a printer
There are several ways to connect a printer to
PC. Which option to choose depends on the
device itself, and whether you're at home or
at the office. Always consult the information
that came with the model for specific
instructions.
To install (add) a local printer
1 Click Control panel → Devices and Printers.
The screen appears as shown in (Fig 14)
2 Click Add a printer.
Fig14

3 Click Add a local printer in the Add Printer wizard,
On the Choose a printer port page, make sure
that the Use an existing port button and the
recommended printer port are selected, and
then click Next.
4 Select the printer manufacturer and model, on the Install the printer driver page, and then click Next.
If the printer isn't listed, click Windows Update,
and then wait while Windows checks for
additional drivers.
If none are available and you have the
installation CD, click Have Disk, and then
browse to the folder where the printer driver
is located. (For additional help, consult the
printer manual.)
5 Complete the additional steps in the wizard, and then
click Finish.
To print a test page to make sure the printer is
working correctly.
If the installed the printer doesn't work, check
the manufacturer's website for troubleshooting
information or driver updates
To install a network, wireless, or Bluetooth printer
1 Click to open Devices and Printers.
2 Click Add a printer.
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3 Click Add a network, wireless or Bluetooth printer in
the Add Printer wizard.
4 Select any one print or in the list of available printers,
and then click Next.
5 Install the printer driver on the computer by clicking
Install driver if prompted.
6 Complete the additional steps in the wizard, and then
click Finish.

Available printers can include all printers on a
network, such as Bluetooth and wireless
printers or printers that are plugged into
another computer and shared on the network.
You might need permission to install some
printers. You can confirm the printer is working
by printing a test page.
To remove a printer
1 Click to open Devices and Printers.
2 Right-click the printer to remove, click Remove device,
and then click Yes.
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Travel, Tourism & Hospitality
Exercise 1.1.08
Secretarial Practice (English) - Shorthand practice and windows Operating System
Parts of computer (Keyboard)
Objectives: At the end of this exercise you shall be able to
• recognize the keyboard and its character keys
• operate and understand different functions of the function keys
• use shortcut keys for different operations
• operate numerical key.
TASK 1: Familiarization with computer keyboard keys

• Escape Key: The Escape (Esc) key allows you to
stop a function or action.................

•
•
•
•
•
•

Ctrl + C or Ctrl + Insert

Function keys.........

Both Ctrl + C and Ctrl + Insert copy the highlighted text
or selected item.

Tab key...........

Ctrl + F

Alphanumeric keys............
Ctrl, Alt, and Shift...........
Arrow keys............
Numeric keypad.........

Pressing Ctrl + F opens the “Find” in any program. This
includes your internet browser to find text on the current
page. For instance if you want to find a person’s name in
a registry this shortcut would be a fast way to do that.

How to use keyboard shortcuts & other fun stuff - PC

Ctrl + P

Ever wonder if there are short ways to do things like copy/
paste? How to take a screen shot? There are a large
number of things you can do the easy way and this blog
is all about showing you how it’s done. If you have any
other questions, please leave a comment and I will answer.

Open a print preview of the current page or document
being viewed. For example, press Ctrl + P now to view a
print preview of this page. Cool right?

Okay so how do you do things the easy way on your
keyboard?
These are the top ten shortcuts everyone needs to know
to make their time online a little less repetitive. Who won’t
enjoy having to do less to get more done?

Ctrl + S
While working on a document or their file in almost very
program pressing Ctrl + S to save that file. This shortcut
key should be used frequently anytime you are working
on anything important.
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Ctrl + V or Shift + Insert

Ctrl + Back space and Ctrl + Left or Right arrow.

Both the Ctrl + V and Shift + Insert paste the text or
object that is in the clipboard

Pressing Ctrl + Backspace will delete a full word at a
time instead of only a single character.

Undo any change. For example, if you cut out some text,
this shortcut will undo it. This can also be pressed multiple
times to undo multiple changes. Pressing Ctrl + Y would
redo the undo.

Hold down the Ctrl key while pressing the left or right
arrow to move the cursor one word at a time instead of
one character at a time. If you wanted to highlight one
word at a time you can hold down Ctrl + Shift and then
press the left or right arrow key to move one word at a
time in that direction while highlighting each word.

Alt + Tab or Ctrl + Tab
This allows you to quickly switch between open programs
moving forward.
Tip: Press Ctrl + Tab to switch between tabs in a program
such as your internet browser.
Tip: If you also add in the Shift key to Alt + Tab or Ctrl +
Tab will move backwards. For example, if you are pressing
Alt + Tab and pass the program you want to switch to,
press Alt + Shift + Tap to move backwards to that program.
Tip: Windows Vista and 7 users can also press the
Windows Key + Tab to switch through open programs
in a full screenshot of the Window.
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Ctrl + Home or Ctrl + End
Ctrl + Home will move the cursor to the beginning of the
document and Ctrl + End will move the cursor to the end
of a document.
Page up, Space bar, and Page down
Press either the page up or page down key to move
that page one page at a time in that direction. When
browsing the internet pressing the space bar also moves
the page down one page at a time.
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Travel, Tourism & Hospitality
Exercise 1.2.01
Secretarial Practice (English) - Formation of words, Phrases & practice of MS-word
Practice of alternative forms for R & H
Objectives: At the end of this exercise you shall be able to
• explain the rules under which R and H are written downward
• use the correct form of R and H.
TASK 1: Copy the following in the lines below and practise the outlines in your notebook
a
...............................................................................
...............................................................................
...............................................................................
...............................................................................
b
...............................................................................
...............................................................................
...............................................................................
...............................................................................
...............................................................................
c
...........................................................................................
...................................................................................
.......................................................................................
....................................................................................
d
............................................................................................
...................................................................................
..................................................................................
..................................................................................
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TASK 2: Copy the following outlines with downward ‘H’ in the following lines. Rewrite the outlines in the
topmost line of your note book and practise them for the rest of the page.

.........................................................................................................................
.............................................................................................................
.............................................................................................................
...............................................................................................................
b

Hawkins
..........................................................................................
...................................................................................
......................................................................................
.........................................................................................
....................................................................................

c.

Lahore
.............................................................................................................................
....................................................................................................................................
.............................................................................................................................
..........................................................................................................................

d

Soho

Sheehy

Fitzhugh

.........................................................................................................
......................................................................................................
..........................................................................................................
........................................................................................................
....................................................................................................................
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TASK 3: Practise the following grammalogues 10 times each
a
.....................................................................................
.................................................................................
......................................................................................
b

usual/usually
...............................................................................
...............................................................................

c
.......................................................................................
................................................................................................
..............................................................................................
A Write and read the exercises of the chapter and check the errors.
TASK 4
8 Write in shorthand the Exercise given below for testing your knowledge and skill. Rectify mistakes by repeated
practice
a

She can give a party for us tomorrow, if we wish.

b

Ram and Ramesh should follow the rule of law.

c

The money can be paid to him by the scheduled bank.

d

All of them can go to see the match today, but they should come back also in time.

e

I will go to the lake for a bath and I think they may follow me.

f

Usually, I take my family to watch a movie.

g

Amir should have read the theory book in the academic year .

h

The colour of the cooler was red for which I wish to thank them.

i

Your room was much airy just like our room.

j

Whose ear-ring it was which was lying in my car?
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(Key)

a
b
c
d
e
f
g
h
i
j

Check for errors, write the correct outlines from the key and practise them in your Shorthand Notebook.
E.C. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
..............................................................................
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Travel, Tourism & Hospitality
Exercise 1.2.02
Secretarial Practice (English) - Formation of words, Phrases & practice of MS-word
Practice of abbreviated W
Objectives: At the end of this exercise you shall be able to
• practise the use of semi-circle or abbreviated “W”
• distinguish between diphthongs and triphones.
TASK 1: Copy the outlines in the three lines below and practise them in your notebook
a
...............................................................................
...............................................................................
...............................................................................
b
...............................................................................
...............................................................................
...............................................................................
...............................................................................
c

whimsical
...............................................................................
...............................................................................
...............................................................................

d
...............................................................................
...............................................................................
...............................................................................
.................................................................................
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TASK 2: Copy the outlines in the lines below and practise them in your notebook
a
...............................................................................
...............................................................................
...............................................................................
...............................................................................
b
...............................................................................
...............................................................................
..............................................................................
c

...............................................................................
...............................................................................

...............................................................................
...............................................................................
d
...............................................................................
...............................................................................
...............................................................................
e

would
...............................................................................
...............................................................................
...............................................................................
...............................................................................
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A. Read and copy exercises in the book and check for errors
TASK 3
Test your knowledge and skill by taking down the following dictation
a. They were fully aware of the wealth she had.
b. If you ask them to renew the deal, they will have to go to a valuer.
c. The cube which was put in your tea cup by the bearer was pure.
d. You have to rush and queue up to get the annual award.
e. I am worried for your marriage and I fear how it will be arranged.
f.

The annual youth rally which was held here was a failure.

g. If you can insure my life, I will give you a cheque right now.
h. The team was warmly welcomed by the youth forum at Patna.
i.

It was unusual for them to see the casualty in the youth rally.

j.

They will verify your name if they require you for the new job.

a
b
c
d
e
f
g
h
i
j

Key
d. Mark errors with the help of the key and practise the correct outlines 20 times.
Error Correction

.............................................................................

..............................................................................
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Travel, Tourism & Hospitality
Exercise 1.2.03
Secretarial Practice (English) - Formation of words, Phrases & practice of MS-word
Use of downward H, Tick H , dot H, upward SH and dictation
Objectives: At the end of this exercise you shall be able to
• use downward H; tick H and dot H in accordance with rules
• write the following exercises to refresh your memory of the rules.
TASK 1: Copy the outlines in the three lines below and practise 20 times each in your notebook
1
...............................................................................
...............................................................................
...............................................................................
2
...............................................................................
...............................................................................
...............................................................................
...............................................................................
3
...............................................................................
...............................................................................
...............................................................................
4
...............................................................................
...............................................................................
...............................................................................
.....................................................................................
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TASK 2
3 Copy the outlines in the three lines below and practise 20 times each in your notebook
a
...............................................................................
...............................................................................
...............................................................................
b
....................................................................................
....................................................................................
..................................................................................
c
.............. man hood .................... apprehensive .............. perhaps
...................................................................................
...................................................................................
d
..................................................................................
..................................................................................
..................................................................................
e

Coherence
Read and write exercises in the book and verify with the key
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TASK 3
Test your knowledge and skill by writing the following Exercise. Mark the errors with the help of the key and practise
correct outlines 20 times each
a. Harish was ahead of all, being head of the youth welfare team.
b. Asha and Sheela were going to the hill top to see the Mall Road.
c. If you take alcohol daily, you will die also early.
d. Shahi and Rahim were held up on the way delaying the match.
e. Joshi may dash but he should get the knowhow to do the work.
f.

Any language can become easy if you have a liking for it.

g. He got your photo enlarged today, but you will get it only by tomorrow.
h. It was foolish for you to buy the car when the value was so high.
i.

If you work for the welfare of the poor, you will feel happy, healthy and enjoy life.

j.

I will ask him to hire a car for you to go to the film show at the new hall.
Key

a
b
c
d
e
f
g
h
i
j

(E.C.)........................................................................................................................................
...................................................................................................................
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A Dot ‘H’ is used medially only as in the following words. Write them in the 3 lines below before practising the outlines
in your notebook.

................................................................................................................................................................
................................................................................................................................................................
................................................................................................................................................................

................................................................................................................................................................
................................................................................................................................................................
................................................................................................................................................................
................................................................................................................................................................
B. Dot ‘H’ is not used medially as in the following: Practise the following words 20 times each:
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TASK 4
Decipher the following outlines and write correct words/phrases, verify them with the ‘key’ and practise them, at least
three lines each.
1
2
3
4
5
Key to TASK 4
1

hover

hobble

heath

Hindoo

haste

hone

2

highly

hockey

haymaker

hexagon

humility

unheeding

3

mayhem

Know-how

hurry

coffee-house

boyhood

upheaval

4

humble

home-spun

holiday

hillside

helpless

warehouse

5

harbour

hurl

hereby

horse-tail

horoscope prohibition

TASK 5
Write outlines for the following words, verify them with the ‘key’, and practise them at least three lines each.
1

hide

hobby

heaven

hooker

Hannah

headmaster

2

highness

High-pressure

hiccup

High-road

cohesive

sky-high

3

mohair

hasp

hasty

historic

hire

higher

4

adhoc

abhor

humanity

homeless

hull

healthy

5

herb

horn

hairpin

horse-back

horrify

Hawai

Key to TASK 5
1
2
3
4
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TASK 6
Transcribe and write the following scripts into longhand, verify with key and practise the scripts, as many times, as you
can.
a

Key to TASK 6
a. M/s. Ramesh Brothers, Chennai. Dear-Sirs: In reply to-yours of today we have no apprehension of being unable tosatisfy Mr. Kumar in-the vehicle he desires. We have a similar one on-the stocks now for Mr. Harish, whom he
knows, and we hope to-have them both ready by-the 18th of-April, as promised. Have you seen Mr.Hariprasad, the
whole-sale grocer, on-the business of-the heavy tray. We shall be happy to-hear. Yours faithfully, Happy Cabs.
b

b. Dear Sir: We-are-in pressing necessity of the supplies against our cheque from you for nearly three months. In-your
price-list for-these supplies, your promised delivery would-be effective within one month of receipt of-the cheque andit was on the same basis we mailed-the cheque to-you. As you already know this-city does the business for-whichwe deal for only six months a year and-the season is closing in a few weeks from now. Hence we impress upon you
our hurry to get-the supplies. It is nearly three months since we mailed-the cheque to-you and you are to take action
to - effect-the delivery. We-must ask- you to do-so at-once and to effect the delivery within the next seven days. This
delay may force us to thoroughly think before the next purchases from-you. We-shall-be happy to-have your assurance of this by telephone as-soon-as you receive this message. Yours faithfully, Manager.
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TASK 7
Write the following passages in shorthand in your shorthand notebook, verify them with ‘key’ and practise the scripts,
as many times, as you can.
a. M/s. Hawkins & Sons. Dear-Sirs: Referring to-your favour of-March 4th, to ship-the hogs hair by-the steamship
“Harbour Master” sailing on the 9th of this month. We-shall-be happy to ship-the stuff sooner if-possible. But we hear
it will be hopeless to-try to hurry the business more-than we-have-done. We have had some trouble in obtaining four
bales, as sellers here are maintaining high prices through the security of the supply. We-are-pleased to-hear you-are
likely to dispose of the bales at enhanced prices, and to effect a ready sale. We-shall-be happy to hear from-you on
M/s. Bharat Gupta and Raghu Sons affair. Yours-truly, Raju & Sons.
Key to TASK 7(a)

Key to TASK 7(b)
b. It-gives-me immense pleasure to preside-over-the centenary celebrations of the State Police Force. The century is
a long-time in-the life of any Force or organization in the globe. During-this period, the officers and men manning this
huge force have gone through painful experiences and they-are able to face-the highly emotional social challenges and
severe economic revolutions successfully. During this long period, the society by-and-large has passed through revolutionary changes and the people who-have-been put in suppression for various reasons began to discover their rights
and-this agitation of suppressed and oppressed classes have led to creation of law and other regulations of matching
with other sections of-the society. It is here in-this situation, the Police had shown a unique measure of sacrifice and
service to the society.
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Travel, Tourism & Hospitality
Exercise 1.2.04
Secretarial Practice (English) - Formation of words, Phrases & practice of MS-word
Practice of Phraseography and dictation
Objectives: At the end of this exercise you shall be able to
• explain the rules of phrasing and practise the phraseograms
• read/write and transcribe the following exercise.
Phrases
I thank you

why have you

I think you should be

with you

I have the

so much

I have had

with much

I saw the

with which

I see

with each

I am

when they

I may be

what do you

I will

what was

I will be

what can be

you should

it would be

you should be

it should be

you can

it will be

you will

it was

you will be

which was

you may be

which were

you were

he should be

if you were

he will be

they were

if he

how can they

if he were

why do you

too much
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TASK 1
Read, copy, practise and transcribe
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.
k.
l.
m.

Key to TASK 1
a. I have, I had, I am, I may, I will, I were, I know, I do, I was, I see.
b. I shall, I shall be, I shall have, I may be, I will be, I will have, I had the , I was the.
c. I hope, I thank you, I think, I can, I can be, I can have, I can do.
d. You are, you can, you may be, you can be, you can have, you will be, you were, will you
e. You should be, you should have, with you, with them, with which, with each, with it.
f.

How can you, how can they, how will you, how are you, how are they, how much, how long.

g. So much, too much, he should be, he will be, he may be, he can be, he was, he had.
h. We may have, if he were, he would be, he should have, she should have, she may be, she will be
i.

Which was, which were, which should be, which would be, which may be, which can be, which will be

j.

It was, it will be, it would be, it may be, it should be, it can be, it may have, it will have, it will have to be, it would
have.

k. they will be, they will have, they should have, they should be, they may be, they may have, they were.
l.

We will be, we can be, we can have, we have to be, we had, we do.

m. She was, she may have, she would be, she would have, she will have, she would become.
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A. Check and mark errors of phrases and practise
Vowel Signs can be put to strokes to write words according to the received (Indian) pronunciation, not
necessarily Oxford pronunciation, if there is no confusion in understanding them. If an outline has
been written at a wrong place, it can be represented correctly by placing a vowel sign.
(E.C.) .............................................................................................................................................................
..........................................................................................................................................................
TASK 2
Now test your knowledge and skill by writing dictation at 40.w.p.m. Transcribe and verify with the key. Practise more if
the errors exceed 5 %.
a Although I may be here, I may be too busy to welcome you at the gate.
b She will have no worry if all of you are here, well in time.
c They were together when I saw them in the book fair on Monday, the 30th March 1996.
d We will go to them and work for them whenever they ask us, to do so.
e what should be the ideal name of the book which was given to you for review by me?
f

We will have to check it thoroughly to say it to be wrong or right.

g What was the outcome of the indoor game which you saw today?
h He would be too happy to get the job and work with you if you pay him a fair daily wage.
i

I hope the game will be held on the due date for which I assure you.

j

I will pay the money to you right now if you assure me to book a Maruti car.
Key
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TASK 3
Write in Shorthand (40 w.p.m.) Mark errors with the help of key and practise all the corrected outlines 20 times each.
If you wish to give a party tomorrow, I assure / you my full help. We will go together and do // the job. We will get the milk
in the dairy /// and the required food items in the shop. I am (1) asking my colleague Anil or Ahluwalia to come to your
/ home. I will give you the idea how to prepare for // the party. I hope you will hear and follow my /// idea fully. All the
revenue which I have got for (2) the party wil be given to you well in time / tomorrow. We all will work together heartily
and enjoy it // happily. I hope it will be a kitty party given /// by us at your home and will be welcomed by all.
Key to TASK 3

Errors committed ...................................................................................................................................................

..............................................................................................................................................................................

......................................................................................................................................................................

66

Travel, Tourism & Hospitality: Secretarial Practice (English) - Exercise : 1.2.04

Copyright @ NIMI Not to be Republished

Travel, Tourism & Hospitality
Exercise 1.2.05
Secretarial Practice (English) - Formation of words, Phrases & practice of MS-word
Computer: Practice of sitting posture on computer and finger positioning
on the keyboard
Objectives: At the end of this exercise you shall be able to
• understand the correct sitting posture
• position fingers correctly on the keybod
• use numerical keys correctly.
Sitting posture
Leave 4 to 6 inches of space between your keyboard
and the edge of the desk. Regardless of the computer
that you are using, it’s best to keep a decent amount of
space between the keyboard and the edge of the desk in
order to encourage natural posture for your arms and
wrists.

Adjust the monitor height and tilt if possible: Ideally,
your monitor will sit at eye height, though this may not be
possible for your computer. Likewise, you may need to
tilt up or down the monitor to prevent your neck and eyes
from straining .

• If this is not possible for your desk, consider moving
your chair back, or reclining slightly.

• If you can, position the top of the monitor approximately
2 to 3 inches above your seated eye level.
• If you wear bifocals, lower the monitor to a comfortable
reading level.
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Fingering Practice
Keyboard (For Typewriter )
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TASK 1: Practise the following exercise by positioning fingers correctly
Exercise - 1
asdfgf

;lkjhj

asdfgf

;lkjhj

asdfgf

;lkjhj

asdfgf

;lkjhj

asdfgf

;lkjhj

asdfgf

;lkjhj

asdfgf

;lkjhj

asdfgf

;lkjhj

asdfgf

;lkjhj

asdfgf

;lkjhj

asdfgf

;lkjhj

asdfgf

;lkjhj

asdfgf

;lkjhj

asdfgf

;lkjhj

asdfgf

;lkjhj

asdfgf

;lkjhj

asdfgf

;lkjhj

asdfgf

;lkjhj

asdfgf

;lkjhj

asdfgf

;lkjhj

Exercise - 2
ask

fad

alas

asks

shad

lads

flags

flash

glass

jag

fag

fall

hash

glad

sags

galls

halls

salad

jak

has

jags

gaff

hall

dash

flash

slash

flasks

lad

sad

lash

adds

gall

gash

shall

lakhs

dhalls

Exercise - 3
awerqfa

;oiupj;

awerqfa

;oiupj;

awerqfa

;oiupj;

awerqfa

;oiupj;

awerqfa

;oiupj;

awerqfa

;oiupj;

awerqfa

;oiupj;

awerqfa

;oiupj;

awerqfa

;oiupj;

awerqfa

;oiupj;

awerqfa

;oiupj;

awerqfa

;oiupj;

awerqfa

;oiupj;

awerqfa

;oiupj;

awerqfa

;oiupj;

awerqfa

;oiupj;

awerqfa

;oiupj;

awerqfa

;oiupj;

awerqfa

;oiupj;

awerqfa

;oiupj;

Exercise - 4
fish

kodak

ahead

larks

quail

appels

reader

flukes

fiddle

dead

rails

sales

agile

isles

should

liquid

shower

saddle

idols

jaded

sails

filed

legal

folder

sledge

squall

larger

grade

jails

lakes

roses

rupee

sequeal

fields

lulled

dislike

apple

dirks

lease

equip

skill

easels

dollar

poorer

require

asked

forks

hedge

would

grass

jokers

jailer

equals

refresh

fails

usual

liked

walks

peaks

orders

follow

drawls

defiles

Exercise - 5
gftfrf

hjyjuj

gftfrf

hjyjuj

gftfrf

hjyjuj

gftfrf

hjyjuj

gftfrf

hjyjuj

gftfrf

hjyjuj

gftfrf

hjyjuj

gftfrf

hjyjuj

gftfrf

hjyjuj

gftfrf

hjyjuj

gftfrf

hjyjuj

gftfrf

hjyjuj

gftfrf

hjyjuj

gftfrf

hjyjuj

gftfrf

hjyjuj

gftfrf

hjyjuj

gftfrf

hjyjuj

gftfrf

hjyjuj

gftfrf

hjyjuj

gftfrf

hjyjuj
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Exercise - 6
lawyers

streaks

shipped

hillside

herewith

proposals

shekels

forward

desired

loophole

jugglers

strapples

hatless

figures

prepare

feathery

freehold

struggles

thought

thyself

treated

assessed

prepared

territory

quarter

yodlers

youthful

although

supplies

guileless

freight

further

plougher

shippers

slightly

telegraph

dutiful

pleased

goodwill

tortuous

property

addressed

laughed

kettles

whiskers

thorought

repeated

flashlight

petrols

regular

equipped

lilliput

etiquette

powerfully

without

waggish

laughter

kirkwall

yesterday

typewriter

Exercise - 7
azxcvf

lkmnbj

azxcvf

lkmnbj

azxcvf

lkmnbj

azxcvf

lkmnbj

azxcvf

lkmnbj

azxcvf

lkmnbj

azxcvf

lkmnbj

azxcvf

lkmnbj

azxcvf

lkmnbj

azxcvf

lkmnbj

azxcvf

lkmnbj

azxcvf

lkmnbj

azxcvf

lkmnbj

azxcvf

lkmnbj

azxcvf

lkmnbj

azxcvf

lkmnbj

azxcvf

lkmnbj

azxcvf

lkmnbj

azxcvf

lkmnbj

azxcvf

lkmnbj

Exercise - 8
amazed

journal

gambols

pickling

vineyard

grizzled

except

jackets

fixture

austrian

appeared

frequent

logical

student

spacing

movement

joyfully

premises

sixfold

succeed

western

examined

accuracy

fortress

daybook

lecture

neighter

vexation

quantity

executor

kindled

general

private

practice

question

deduction

jingled

amulets

service

produces

requires

judicious

jumbled

arrival

relative

provoked

starting

materials

swivels

fizzed

possible

somewhat

cylinder

assessment

violets

regaled

becoming

gracious

thousand

appearance

Exercise - 9
abcdefghijklmnopqrstuvwxyz.,

z y x w v u t s r q p o n m l k j i h g f e d c b a.,

abcdefghijklmnopqrstuvwxyz.,

z y x w v u t s r q p o n m l k j i h g f e d c b a.,

abcdefghijklmnopqrstuvwxyz.,

z y x w v u t s r q p o n m l k j i h g f e d c b a.,

abcdefghijklmnopqrstuvwxyz.,

z y x w v u t s r q p o n m l k j i h g f e d c b a.,

abcdefghijklmnopqrstuvwxyz.,
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zyxwvutsrqponmlkjihgfedcba.,
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Exercise - 10
points

children

clockwork

remittance

punctuation

constitution

common

frequent

requisite

attractive

distinction

arrangements

sinful

ambition

novelties

yardsticks

environment

approximately

summer

umbrella

answering

foundation

explanation

distinguished

behalf

armature

regarding

guaranteed

association

ornamentation

exhibit

relieved

exceeding

sufference

competition

peculiarities

maximum

citizens

abundance

atmosphere

transmitted

specification

adopting

pamphlets

accompany

communicate

installation

circumstances

Exercise - 11
123454

098767

123454

098767

123454

098767

123454

098767

123454

098767

123454

098767

123454

098767

123454

098767

123454

098767

123454

098767

123454

098767

123454

098767

123454

098767

123454

098767

123454

098767

123454

098767

123454

098767

123454

098767

123454

098767

123454

098767

Exercise - 12
876

1973

1847

23,846

10,746

1,37,946

424

5567

8563

11,200

11,140

7,13,345

537

2136

2746

23,476

23,450

14,06,786

948

4520

7361

15,409

27,763

18,76,432

473

6286

3950

78,796

86,521

20,54,362

572

9567

9250

33,489

95,362

31,98,453

Travel, Tourism & Hospitality: Secretarial Practice (English) - Exercise : 1.2.05

Copyright @ NIMI Not to be Republished

71

Travel, Tourism & Hospitality
Exercise 1.2.06
Secretarial Practice (English) - Formation of words, Phrases & practice of MS-word
Creation of word document
Objectives: At the end of this exercise you shall be able to
• create a document using MS WORD 2010
• enter a text using key board
• save the file by using save and save as options
• close and open the document.

Requirements
Hardware & Software

• Intel core i3 or higher with Windows 7 operating system
• MS Office 2010
PROCEDURE
TASK 1: Create a new document using MS WORD 2010
1 Press the

button on the task bar, select and

Fig 1

click it
2 Choose MSOFFICE, select Microsoft word 2010 as on
(Fig. 1)
A new Document appears on the screen as on
(Fig. 2)

72
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Fig 2

TASK 2: Enter text using keyboard
1 Type the following passage in the opened new
document.
For starting line of the paragraph “Press Tab”
on the keyboard for indentation.
“Sarah, Plain and Tall is a book by Patricia McLachlan. It
won the Newbery medal in 1986. This book is about a
family that lives in the Midwest. Caleb and Anna are the
main characters. Their mother died when they were young.

Their father places an ad for a wife in a newspaper. A lady
named Sarah answers the ad and comes to live with the
family.
“Sarah is nice but she is from Maine and misses the sea.
The family finds things to remind her of her home. A hay
mound is like the sand dunes. The plains stretch out like
the sea. They swim in the cow pond”.

TASK 3: Save the document using ‘Save as’ option
1 Press File, choose save option a screen appears as in
Fig 3.

3 Change the location to desktop by clicking the location
bar.

2 Click save.

4 Select the folder computer literacy, and type as word
exercise 1.docx and click save button as in Fig 4.

A default document and library folder in C:
appears.
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Fig 3

Fig 4
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TASK 4: Close and open the document
1 Select file menu and click close menu item as on
Fig. 5
Fig 5

2 Open the saved file by pressing file menu and choose
the "exercise word 1" click open button as on Fig. 6

Travel, Tourism & Hospitality: Secretarial Practice (English) - Exercise : 1.2.06

Copyright @ NIMI Not to be Republished

75

Fig 6

3 Type the following passage to the created file.
“But Sarah still misses Maine and decides to
go back. Caleb and Anna are afraid she will
not return. But Sarah does come back. She
adjusts to her new life. So do Anna and Caleb
and Father. After a terrible hailstorm, they all
help repair the damage. They become a
family”.

76

4 Save it by clicking

tool.
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Formatting a word document
Objectives: At the end of this exercise you shall be able to
• change font size, style, align paragraph and justify
• spell check the document
• edit text using cut, copy and paste
• print the document.

Requirements
Hardware & Software
• Intel core i3 or higher with Windows 7 operating system
• MS Office 2010

PROCEDURE
TASK 1: Change Font size, style , align paragraph and justify
1 Open file Word ex1 from the computer literacy folder in
Desktop

Fig 1

2 Select the entire document by pressing Ctrl+A
3 Choose Font style as "Comic sans MS" and font
size as 14, and apply italic by clicking the font style,
font size and Italic from font group of the ribbon as
shown in Fig.1
Fig 2
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The text changes to chosen font style, size and
Italic as shown in Fig 2. Note the right side of
the paragraph is not justified and lines are close
to each other.
4 Select the entire document and apply 1.5 for
line spacing option
5 Click justify button

to justify it from paragraph

The aligned texts appear as in Fig 4. Note that
a green squiggly line appears. Word
indicatesGreen for flagged grammatical errors,
such a subject/verb agreement. Red for flagged
spelling errors (or words that MS Word doesn't
know).Blue for flagged contextual errors. A
word spelled correctly but used out of context.
Example: I "no" you "no" what that means.
Fig 4

group as shown in Fig.3.
Fig 3

6 Change 'and' as 'an' on the fourth line from the top.
(Their father places and ad for a wife in a newspaper)
7 Change 'and' with ',' on the third line from the bottom.
(So do Anna and Caleb and Father.)
Now the green lines disappear. Word only uses
this as a flagged indicator, and it doesn't get
printed in hard copy

TASK 2 : Spell check the document
Fig 6

1 Click Review tab and choose

to check the

spelling and grammar of the typed text. (Fig.5)
Fig 5

3 Click change (Fig 7)
4 Click Change (Fig 8)
5 Click OK
2 Click Change.
Word continues to Spell Check as shown in (Fig 6)
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Fig 7

Fig 8

TASK 3 : Editing text using Cut, Copy and Paste
1 Select the second paragraph as shown in the Fig 9.

3 Click the insertion point at the end and click Paste.
The second paragraph is pasted as third
paragraph as shown in Fig 12.

Fig 9

Fig 12

2 Click Cut form the clipboard group in Home tab as
shown in (Fig 10)
Fig 10

4 Select the third paragraph as shown in (Fig 13)
5 Click Copy from the Clipboard group
6 Click the insertion point before the second paragraph
and click paste from the clipboard group.
Fig 13

The selected second paragraph is cleared as
shown in (Fig 11)
Fig 11
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The Second paragraph gets to its original place
and it also appears as the fourth paragraph as
shown in Fig 14.
Fig 14

7 Select the fourth paragraph
8 Click delete key or click cut from clipboard group.
The Fourth paragraph gets deleted
9 Get it checked with the Instructor

TASK 4: Print the document
1 Click file and choose print option from the ribbon.
A default printer will be selected and the preview of the page is shown as on Fig 15.

2 Click print
3 Get check it with the instructor.

Fig 15
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Work with tables in word
Objectives: At the end of this exercise you shall be able to
• change text case
• create time table
• change the row height
• change the column width
• add a row
• delete a row
• design table
• add bullets and numbering
TASK 1: Change text case
1 Type the text as shown in the Fig 1
2 Select the text to assign a new case as shown in (Fig.1)
3 Click the Home tab.

4 Click the “Change Case” button as shown in Fig 1
5 Click “Toggle case” to change the text.
The text gets converted to the selected case
as on Fig 1.

Fig 1

TASK 2: Create Time table
1 Create a new file in word

3 Click insert tab and choose 6 rows and 4 columns
from Table and click it as shown on Fig 2.

2 Type Heading as "TIME TABLE"
Fig 2
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4 Type the following in table
To move to next column press tab key. The typed text appears as on Table 1
Day

Forenoon

Break

Afternoon

Monday
Tuesday
Wednesday
Thursday
Friday

9.00 - 12.00
Trade Theory
Trade Theory
Work shop science
Engg. Drawing
Trade Theory

12.00 - 12.30
Lunch
Lunch
Lunch
Lunch
Lunch

12.30 - 5.30
Trade practical
Trade practical
Trade practical
Trade practical
Trade practical

Table 1

Creating a New Table
To insert a table into a new or existing document
1

Click at the position where you want to insert the table.

2

On the table manu, point to Insert, and then click Table.
The Insert Table dialog box appears.

Fig
Entering text in a Table
You have created the table. You can now start entering
the text. The first step is to enter the column headings.
S.No. (S.No. stands for Serial Number), Student Name
and Address. The next step is to enter the details for each
student. You can list the boys first, and then the girls.

3 You need 22 rows and 3 columns to display the tour
details. Under Table size, enter these numbers in the
corresponding boxes.
Word inserts a table with 5 rows and 6 columns.
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Sl.No

Student Name

Address

1

Manoj

No.23, M.G. Road, Delhi - 34.

2

Vinay

No.12, Sardar Patel Road, Delhi - 56.

3

Rajeev

No.4, 1st Cross Street, Tagore Nagar, Delhi - 67.

4

Ajith

No.23, Main Street, Rajaji Nagar, Delhi - 56.

5

Naveen

No.56, Station Road, Delhi - 45.

6

Ajay

No.34, Indra Nagar, Delhi - 54.

7

Prakash

No.45, R.K. Nagar, Delhi - 12.

8

Vivek

No.32, R.K.Nagar, Delhi - 12

9

Kumar

No.32, M.G. Road, Delhi -34.

10

Kiran

No.23, 3rd Cross Street, Tagore Nagar, Delhi - 67.

11

Reena

No.12, 3rd Main Road, Gandhi Nagar, Delhi - 45.

12

Sindhu

No.9, Station Road, Delhi - 45.

13

Preeth

No.10, M.G. Road, Delhi 34.

14

Jaya

No.10, Nehru Nagar, Delhi - 45.

15

Jyothi

No.6, Rajaji Street, Delhi - 45.

16

Divya

No.9, Vivekananda Nagar, Delhi - 54.

17

Nirmala

No.34, Vivekananda Nagar, Delhi - 54

18

Rita

Rita Vila, Nehru Bazaar, Delhi - 45

19

Sunita

No.21, Nehru Bazaar, Delhi - 45.

20

Vijaya

No.5, Indira Nagar, Delhi - 54.

21

Deepa

No.32, Nehru Nagar, Delhi - 45.

22

Prabha

No.10. M.G. Road, Delhi - 34

The table is now complete. The table in figure 16.6 displays the last few records of the table.
17

Nirmala

No.34, Vivekananda Nagar, Delhi - 54.

18

Rita

Rita Vila, Nehru Bazaar, Delhi - 45.

19

Sunita

No.21, Nehru Bazaar, Delhi - 45.

20

Vijaya

No.5, Indra Nagar, Delhi - 54.

21

Deepa

No.32, Nehru Nagar, Delhi - 45.

The table after entering deails

To add rows at the end of a table

When you type beyond the width of a column, the height
of the corresponding row automatically increases to fit
the text.

1 Click the last cell of the last row (in this case, the 22nd
row),

Adding Rows to a Table

2

Press the TAB key.

If you want to add another girl who wants to join the tour,
you need to add a row at the end of the table, and then
enter the details.
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A new row is added to the table, as shown in Figure 16.7
17

Nirmala

No.34, Vivekananda Nagar, Delhi - 54.

18

Rita

Rita Vila, Nehru Bazaar, Delhi - 45.

19

Sunita

No.21, Nehru Bazaar, Delhi - 45.

20

Vijaya

No.5, Indra Nagar, Delhi - 54.

21

Deepa

No.32, Nehru Nagar, Delhi - 45.

Table after adding a row
The details for the new student can now be entered inthe
new row. In the same way, you can add more rows to the
table and enter the details for other students who may
join the tour, if any.

To differentiate between records, simply insert a row before the boys section and enter the heading BOYS. Similarly, you can insert a row befor the girls section and enter
the heading GIRLS.
To enter the values in a table

Inserting rows and columns

1

Click the first cell of the first row

After entering all the details for the student list, you find
that there is no heading separating the boys from the girls.

2

Type the heading, S. No.

S.No.
Adding test in a table
3

The insertion point moves to the first cell of the second
row.

Press the TAB key
The insertion point moves to the next cell, which is the
second cell of the first row.

4

Type the heading, Student Name.

5 Follow the above steps to enter the headings for the
third column.
6 Press the TAB key

7 Type the number 1
8 Press the TAB key to move the insertion point to the
next cell of the second row, and then type of name of
the student, Manoj.
9 Press the TAB key to move the insertion point to the
next cell of the second row, and then type the address
of the student, No.23, M.G. Road, Delhi-34. (Fig.16.5)

S.No

Student Name

Address

1

Manoj

No.23, M.G. Road, Delhi - 34

The table after entering the first student's details.
10 Enter the details for the remaining nine boys similarly.
11 Enter the details for the girls as you have for the boys.

2 On the Table menu, point to insert, and then click rows
above.
A new row is inserted above the first boys row.

To insert a row
1 Click any cell in the row above which you want to insert a new row (in this example, the second row)
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Sl.No

Student Name

Address

1

Manoj

No.23, M.G.Road , Delhi - 34.

2

Vinay

No.12, Sardar Patel Road, Delhi - 56.

3

Rajeev

No.4, 1st Cross Street, Tagore Nagar, Delhi - 67.

4

Ajith

No.23, Main Street, Rajaji Nagar, Delhi - 56.

The inserted row
3 Move the insertion point to the second cell of the second row and type BOYS. Make it bold. (Fig.16.9)
Sl.No

Student Name Boys

Address

1

Manoj

No.23, M.G.Road , Delhi - 34.

2

Vinay

No.12, Sardar Patel Road, Delhi - 56.

3

Rajeev

No.4, 1st Cross Street, Tagore Nagar, Delhi - 67.

4

Ajith

No.23, Main Street, Rajaji Nagar, Delhi - 56.
A new row is inserted above the first girl's row.

The new row with the heading BOYS
4 Click a cell in the first girl's row.
5 On the Table manu, point to insert and then click rows
above.
Sl.No

Student Name Boys

6 Move the insertion point to the second cell of the inserted row and type GIRLS. Make it bold.

Address

1

Manoj

No.23, M.G.Road , Delhi - 34.

2

Vinay

No.12, Sardar Patel Road, Delhi - 56.

3

Rajeev

No.4, 1st Cross Street, Tagore Nagar, Delhi - 67.

4

Ajith

No.23, Main Street, Rajaji Nagar, Delhi - 56.

The new row with the heading GIRLS.
TASK 3: Change the Row Height
1 Click the Print Layout button (or the Web Layout button)
from View tab

3 Drag the row edge down to lengthen the row height.

2 Keep the mouse pointer over the bottom of the row
Wednesday

A dotted line marks the proposed bottom of
the row as shown in Table 2

The mouse pointer changes to
Table 2
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4 Release the mouse button, when the row height
adjusted.

The Row width is changed as shown in the
Table 3. Similarly increase the row height of
Thursday and Friday rows and get it checked
with the instructor.

Table 3

TASK 4: Change the Column Width
1 Keep the mouse pointer over the right side of the
column to change.

2 Drag the column edge right to widen or left to narrow
the column width.
A dotted line marks the proposed right side of
the column as shown in the Fig 6.

The mouse pointer changes to

Table 4

3 Release the mouse, when the Column width adjusted.
The column width gets reduced as shown in
the Table 5
Table 5
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TASK 5: Add a Row
1 Click in the cursor on Tuesday row above for insert a
new row.
2 Click the Layout tab.
3 Click Insert Above.

A new row appears as shown in the Fig 3. Similarly use the Insert Below option to add a new
row below and get it checked with the Instructor

Fig 3

TASK 6: Delete a Row
1 Click on the empty row above Tuesday to delete.
2 Click the Layout tab.
3 Click Delete.

4 Click Delete Rows as shown in Fig 4.
The row is deleted as shown in Fig 5.
5 Get it checked with the instructor

Fig 4
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Fig 5

TASK 7: Design Table
1 Choose and click "Table Contemporary" from the built
in of table style in design ribbon as on Fig. 6

2 Select the whole table by placing the cursor on the
starting edge of the table Fig 6

Fig 6

3 Apply 3.0 as line spacing as on Fig. 7 and save it

88

4 Save it and check with the instructor
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Fig 7

TASK 8 : Add bullets and numbering
1 Open a new file in word 2010 and type the following
heading in the first line of the file 'Tour To Southern
Tamilnadu'
2 Click the Home tab, then click the Numbering list arrow
in the Paragraph group as shown in Fig.8

4 Type 'PalaniMurugan Temple' and press enter
5 Type 'Meenakshi Amman Temple' and press enter
6 Click 1 in the list as shown in the (Fig 9)
Fig 9

Fig 8

7 Click the Home tab, then click the Bullets list in the
Paragraph group as shown in (Fig. 10) and select a
desired bullet style
Fig 10

'1.' will appear on the screen with the insertion
point blinking.
3 Type 'Kodaikanal' and press enter
'2.' will appear on the screen with the insertion
point blinking.
8 Get it checked with the instructor.
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Travel, Tourism & Hospitality
Exercise 1.3.01
Secretarial Practice (English) - Speed enhancing techniques in shorthand & practice
on computer

Practice of small circle for S & Z. Use of circle with other stroke consonants and dictation
Objectives: At the end of this exercise you shall be able to
• explain/understand Left (anti=clockwise) and right (clockwise) motions. Left Motion is the direction of writing “L” in English and RIght Motion is the direction in which “r” is written
• understand that circle “S” with straight strokes is written with left motion and is written outside angles and
written inside curves
• write circle ‘S’ with strokes H and L.
TASK 1: Copy the outlines in the three lines below and practise 20 times each in your notebook
a
...............................................................................
...............................................................................
...............................................................................
b

Sahu
...............................................................................
...............................................................................
...............................................................................

c
...............................................................................
...............................................................................
...............................................................................
d
...............................................................................
...............................................................................
...............................................................................
e
..................................................................................................................
.........................................................................................................
................................................................................................
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TASK 2: Copy the outlines in the three lines below and practise 20 times each in your notebook. Note the use of
stroke ‘S’ in certain words
a
.................................................................................................
...............................................................................................
............................................................................................
b
..........................................................................................................
.......................................................................................................
........................................................................................................
c
...........................................................................................................
...........................................................................................................
............................................................................................
d

counsel
...............................................................................................
.............................................................................................
.......................................................................................................

TASK 3
5 Practise 10 times the short forms (grammalogues) given below:
a
...............................................................................
...............................................................................
...............................................................................
b
...............................................................................
...............................................................................
...............................................................................
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c
...............................................................................
...............................................................................
...............................................................................
d
...............................................................................
...............................................................................
...............................................................................
e
...............................................................................
...............................................................................
...............................................................................
A Read, copy (or take down dictation) and transcribe the exercises of text book. Verify with the key and note down
errors committed. Practise correct outlines in your note nook.
TASK 4
Test your knowledge and skill by taking down dictation of the following sentences.
a. We should think always of the many joys lying ahead in life.
b. Here is some space in this room also, if you require, for your officer.
c. I wish to see her family on this Sunday with my son, to know her choice.
d. Sahu is meritorious in Science but Sahir, too is in Humanities.
e. This is the right time and the season to sow the oil-seeds.
f. The passage to his house is too small for our car.
g. How do you know she will visit our house today?
h. Carry these books to the lorry and load these bundles hurriedly.
i. I am saying this because I have seen him today in the office.
j. When I came here, she was laughing loudly in the room.
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Key

Errors committed:
.............................................................................................. ...........................................................................
.............................................................................................. ...........................................................................
TASK 5
Write in Shorthand (40 w.p.m.) Check and mark errors with the help of key and rectify them by repeated practice
I alongwith Sushma will come to your house tomorrow. Be / ready to go with us to do the work. If // you refuse to do the
work, you may be the /// loser. Several times I ask Sahni to do his work (1) but he is always selfish. You shoul be
zealous to / do anything if you wish to become popular and happy // in life. Those who are lazy can do nothing.
Selfishness /// has a fall. We have to teach a lesson to (2) those who refuse to do a job because of the laziness. / Nobody should kill time in gossips, but // should try to make hay with the sun rise. /// All of us should do our tasks sincerely
and assiduously.(3)

Travel, Tourism & Hospitality: Secretarial Practice (English) - Exercise : 1.3.01

Copyright @ NIMI Not to be Republished

93

Errors committed

.............................................................................
..............................................................................
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Travel, Tourism & Hospitality
Exercise 1.3.02
Secretarial Practice (English) - Speed enhancing techniques in shorthand & practice
on computer

Practice of typing using typing tutor
Objectives: At the end of this exercise you shall be able to
• type the sentences as instructed
• type the sentences using letters as well as use numerical keyboard
• type the sentences using typing tutor.
TASK 1: Computer speed typing
Type the following sentences TWENTY times
-

Pack my box with five dozen liquor jugs.

-

A quick brown fox slowly jumped over the lazy dog.

-

Petty quiz badly vexes chuffy workers, hungry James.

-

Five prizes were quickly distributed by the judge to
examinees.

-

Gay men with extra pluck and zeal would often have
quiet jobs.

-

Black -market fugitive should be quickly expelled with
zeal by any just society.

-

Quiet Parsi fugitives in Indians extolled justly their most
watched book, Zend Aversta.

-

May we have Jack squires fix the big lamps for Andy
Ziegler?

-

Ramji worked with zeal and vigour, to protect his quiet
full subjects excellently well.

-

Handy Jack’s quixotic Jazinees may grow to be far
expensive.

Type the following Ten times
From the time of our BIRTHI till our DEAH-KNELL is tolled,
we must learn. If you WILL NOT LEARN, you CANNOT
KNOW. If a teacher WILL NOT train, he
CANNOT teach. When we will not let other people
SCHOOL US we need SCHOOL ourselves. If we cannot
learn to be cogs in a wheel we had better be QUICK and
be a WHEEL WITH COGS. But life is ALL SCHOOL, and
most of the FORMS ARE HARD; but this is as it should
be. WE MUST LIVE AND LEARN.
Type each paragraph FIVE times
“India is my country, all INDIANS are my BROTHERS
and SISTERS. I love my country and I am proud of its rich
and varied heritage. I shall always strive to be worthy of it.
I shall give my PARENTS, TEACHERS, and ALL ELDERS
respect and treat everyone with courtesy. To My Country
and MY People, I pledge my devotion. In their well - being
prosperity alone lies my happiness”

-

The French Revolution was in 1789.

-

The partition of India affected more than 50% of our
people.

Our nation has some symbols. We love and honour these
symbols. The Asoka Pillar is one of these national
symbols. It is our National Emblem. It is the symbol of
our Government. It is a symbol of peace and love for
everyone. Asoka, who was a great king of our land, wanted
everyone to love others. He did not want any one to fight.
We follow him.

-

I gave him a cheque for Rs.100.50 P.

Type the following FIVE times

-

Rice was sold @ Rs.128/- per bag.

-

Every Indian said, “Partition is bad”.

-

Messrs. Raman & Co., Ltd., were great toy- makers.

-

Raman got 3/4 and Krishna 1/4 of their shares.

-

The cost of a good clock is £.2

Our National Flag has the Asoka Chakra on it. This wheel
is the symbol of DHARMA. If we always do the right things,
we follow DHARMA. The twenty - four spokes in the wheel
show the differences between our people. A small circle
connects these spokes. It shows that we are one. The
wheel also shows that we are going forward.

-

Rajan & Kumaran sailed on 2nd February 1960 for
England.

-

Have you seen my brother-in -law Ramachary?

-

Received 5 sets of Typist’s Tables (2’- 6") & Chairs (1’
- 6")

-

Leave 2 spaces after (.) (?)

Type each of the following sentences TEN times

Our flag is a tri-colour. Saffron is the symbol of sacrifice
and a strong mind. White is the symbol of purity, love and
peace. Green is the symbol of plenty and joy. We hoist
and salute our flag. We are ready to make sacrifices of
our country. We want peace and progress. We want to
be pure.
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Our National Anthem is a song of the great poet, Tagore.
It was his prayer song. He sings about the people,
mountains, rivers and seas of India. He says the God is
the master of all these and everyone and everything in
India praise him. We sing this song in chorus with respect.
All of us salute our National Flag and sing our National
Anthem. This shows that we are one nation. We also
promise to love and respect our country, our parents,
elders, teachers and all others in India.
Type the following paragraphs FIVE times
Accidents may happen at home or in the streets. As a
result, one or more persons may be injured. It is therefore
wise to take some precautions to prevent accidents.
When you walk along roads with busy traffic, some
precautions are very necessary. You should never play in
such roads. A boy is flying a kite in the middle of the
road. People are crossing the street without caring for
the moving cars or buses. Accidents will happen in such
streets.
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In broad roads or streets, there are generally foot- paths
on the sides. A person who goes along such a road,
should walk only on the foot-path. The middle of the road
should be left to the carts, cars and buses or other moving
traffic. If there are not foot-paths, persons should walk on
one or the other side of the road.
A person, walking along one side of a street may have to
cross it to reach a shop or some other place. There are
some places where white lines are marked across the
street. A person should not cross the street only in these
places. During busy hours, policemen may regulate the
crossing of the pedestrians.
A school boy is blindly running across a street. It is foolish
to cross a street like this. Unforeseen accidents may
happen. He may trip and fall and dash against a vehicle.
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Travel, Tourism & Hospitality
Exercise 1.3.03
Secretarial Practice (English) - Speed enhancing techniques in shorthand & practice
on computer

Large circle - SW, SS/SZ and their uses and dictation
Objectives: At the end of this exercise you shall be able to
• explain/understand the rules relating to use of large circle initially, medially and finally
• employ large circle to represent SW, SS/SZ in words and to read them back.
TASK 1: Copy the outlines in the three lines below and practise 20 times each in your notebook
a
...............................................................................
...............................................................................
...............................................................................
b
...............................................................................
...............................................................................
...............................................................................
c
...............................................................................
...............................................................................
...............................................................................
d
...............................................................................
...............................................................................
...............................................................................
e
...............................................................................
...............................................................................
...............................................................................
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TASK 2
3. Practise the following grammalogues and Phrases 15 times each in Shorthand Notebook
a
.................................................................................................
............................................................................................
....................................................................................................
b
...........................................................................................
....................................................................................................
..........................................................................................................
c
...............................................................................................
..............................................................................................
................................................................................................................
d
...............................................................................................
............................................................................................
....................................................................................................
e
..........................................................................................................
....................................................................................................
..........................................................................................................
A. Practise reading, copying, taking down dictation and transcribing of exercises from the text book.
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TASK 3
Test your knowledge and skill by writing dictation of following exercises dictated at the rate of 40 w.p.m. verify with the
key and note down errors. Practise the correct outlines.
a. She should know what is the sense in saying all these things now.
b. Whenever she comes here, she misses you because of your absence.
c. Allow me to emphasize this subject, which you were discussing?
d. My name is Swamy and his namne is Ashok.
e. Audio cassettes are necessary for you if you wish to take this subject seriously.
f. It is an ideal source of news for all the offices as well as officers.
g. You can avail of your casual leave if necessary, as it will lapse in this week.
h. Are you having a feeling of shame on your failure in this subject?
i. As we know she fell ill, due to excessive exercises.
j. Different types of video games are held in these shops, now-a-days.
Key to TASK 3
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Errors committed
.......................................................................................................................................................................
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .. .
TASK 4
Write in Shorthand at 40 w.p.m.
Excess of anything or any exercise can exhaust anybody. So / we can do only such exercises which are necessary to
// keep ourselves healthy and moving. Swimming is such an exercise /// but swinging and slowly swaying can cause
much pain to (1) the muscles, though slowly, we can get used to many / types of exercises. If we do these exercises,
we can // resist and cure many types of diseases and can keep /// ourselves happy and healthy. But it is necessary to
know (2) the genesis and analysis of these exercises. Those who keep themselves healthy always feel and look happier.
We have to // realise the logic of these theories in the age of /// science and follow these to keep off diseases in life (3)
Key to TASK 4

b. Read, copy and transcribe. Rectify errors by repeated practice.
Errors committed
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .. . . .
................................................................................................................................................................
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Travel, Tourism & Hospitality
Exercise 1.3.04
Secretarial Practice (English) - Speed enhancing techniques in shorthand & practice
on computer

Small loop for ST/SD, large loop for STR
Objectives: At the end of this exercise you shall be able to
• explain the rules of ST/SD/STR loops
• practise accurate writing with small and large loops.
TASK 1: Copy the outlines in the three lines below and practise 20 times each in your notebook
a
..........................................................................................
.......................................................................................
.............................................................................................
b
..................................................................................................
..........................................................................................................
...........................................................................................
c
....................................................................................................
...........................................................................................
....................................................................................................
d
...................................................................................................
.................................................................................................................
....................................................................................................................
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TASK 2: Practise grammalogues and phrases 10 times, as under
a
..............................................................................................
...................................................................................................
.................................................................................................
b
.............................................................................................
...........................................................................................................
.....................................................................................................................
c
............................................................................................................................................
.............................................................................................................................
...................................................................................................................................................
d

faster and faster
....................................................................................................................................
...............................................................................................................................................................
.................................................................................................................................

e

from first to last

I trust not

state of affairs

.......................................................................................................
......................................................................................................................
...................................................................................................
A. Read and write dictation exercises of the chapter thoroughly until mastered. Mark errors and rectify them.

102

Travel, Tourism & Hospitality: Secretarial Practice (English) - Exercise : 1.3.04

Copyright @ NIMI Not to be Republished

TASK 3: Test your knowledge, skill and practical application of rules by writing dictation of the following
exercises. Verify with the key and note down errors. Correct them and practise.
a. You will have to make a poster on this subject for our State.
b. our team missed the match altogether as we were delayed.
c. This post was refused to me on the basis of a test
d. Why should you become rich at the cost of the poor?
e. My youngest son is still studying but the eldest is working.
f. The largest idol of Lord Ganesha is in Maharashtra State.
g. Rita as well as Gita refused to welcome the guests and missed the feast
h. For the first time, I am studying this book on Mythologists.
i. The Railway Minister himself advised the first-aid to be given.
j. This was the biggest Sea Beach Hotel, in which you stayed.
Key to TASK 3
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(E.C.).............................................................................................................
....................................................................................................................................
........................................................................................................................
TASK 4
Write in Shorthand at 40 w.p.m. Verify with the key for errors and practise
The store of the largest tourist hotel was dusty, but / the food was much tasty. We were influenced to visit // this hotel
by the posters fixed at the guest house /// in which we stayed. We took steam bath at the (1) lowest cost. Most of the
rooms had elastic doors and / laced windows with dusters for dusting the rooms. The first // and foremost task was the
fastest service at lowest cost /// with a vast capacity of visitors. For the first time (2) when we noticed the absence of the
youngsters and the / dusting staff, we realised the reality of the excuses. They // showed us the roster of room staff
honestly, which nobody/// refused to testify and justify. No customer was refused the (3) hotel service. Most of the staff
was on refused leave. / The youngest boy was doing his best to welcome and // dispose of the daily customers by giving
them coffee and /// toasts. The next day the hotel room staff was dismissed.
Key to TASK 4

(E.C.).............................................................................................................
....................................................................................................................................
........................................................................................................................
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Practice of typing using typing tutor
Objectives: At the end of this exercise you shall be able to
• enhance the typing speed in Ms-word.
• check the typing mistakes
• know the wrong position of fingers on the keyboard
• calculate typing speed.
TASK 1

TASK 3

It is not a question of our shifting. It is a question of being
seen to shift and that is what happened in this case. Many
eye brows went up. Many doubts were created. Many
questions were raised. We were asked so many questions. So from that I have to conclude that the credibility of
this Government and the image of credibility of this Government and the image of this Government was in danger
of being tarnished. But as I have said, everything has been
clarified now and there is not going to be any further damage to our image as far as our position is concerned. I
have already stated that the Prime Minister was not the
first to expose it.

Sir, in the other House when the question was raised in
the last Session, he reiterated that one crore jobs for each
year are being created for the unemployed youth. But
this statement of the Prime Minister was challenged, not
by any Member from the Opposition side or the Opposition parties but by the Economic Survey. Sir, the Economic Survey, has given a green picture of unemployment
situation in our country. As per the results of the latest
quinquennial survey of NSSO on employment and unemployment 55th round, the rate of growth of employment on
Current Daily Status basis declined from 2 per cent per
annum to 1 per cent per annum. Decline in the rate of
growth of employment during the Nineties was associated with a comparatively higher growth rate in GDP indicating decline in labour intensity of production. Although,
there has been a slight increase in GDP, this has not
been reflected in the creation of job or employment.

Many members stated that it had become public property. Other members had also spoken about it. She spoke
about it only then. On the other hand, there was a little
development of cold feet and they came out with their
admissions. Otherwise, this was public property in our
country. No one had the authority to encroach on it as
everybody was supposed to protect it. But today the things
are different in different cities of the country.
TASK 2
So, the position is very clear from the facts of the matter
and there is nothing to hide from the people. This was
clearly stated by the Minister in the House today while
replying to the questions raised by many honourable
members in the House.
Another important point is that the Members were agitated about the statements made by political party leaders without thinking that it would affect the sovereignty of
the country. It would create confusion among the countries of the world about our policy of nonalignment and
foreign relations with the rest of the democratic countries
of the world. So the Prime Minister should make a statement in the House so that no further confusion is created
in the minds of the people in the world.
The third point which was raised by the Members of the
opposition was regarding fate of the case which was in
the High Court, regarding the fodder scam. It was alleged
that nothing was proved by the investigating authority before the Court. So the cases should be withdrawn or the
Court should dismiss the cases pending with them for
long years.

The Tenth Five Year plan document has also categorically
stated that after the economic reforms, which were started
from 1991, every year the growth in employment has been
decreasing. Today, Sir, it is only 0.89 per cent.
TASK 4
If you go through the report and recommendation of these
two committees, they are quite contrary to each other.
Montek Singh Ahluwalia Committee was constituted before Tenth Plan was formulated. What was the mandate
that was given to that Committee? It was to recommend
on employment opportunities. That Committee also in its
report stated how the rate of growth of employment is
gradually decelerating. During the period from 1998 to 2008,
it was 2 and 2010, it went down to 8 and now it is minus
growth. Why has this crisis been accentuated?
We have public sector and this concept of public sector
undertakings was adopted after we achieved Independence
to have a self-reliant economy and to give employment to
the people of our country. When were economic reforms
adopted? We have to see that results of 10 years. The
second generation reforms were started by this Government in the year 2008. What we have seen is that a number of public sector undertakings which used to employ
millions of unemployed youths, have been closed. You
have the Minister of Industry who fought against the closure of PSUs. A number of PSUs are now being closed.
In 2008-09, the total persons employed in PSUs, excluding BSNL, was 22 lakh and today including the employees of BSNL is only 19 lakh as against 22 lakhs in previous years
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TASK 5

employees belonging to Group A, B, C and D; have been

Sir, in reply to a question, the Minister of Labour has himself admitted that during the last four years, five lakh employees belonging to public sector have lost their jobs.
They have started VRS. They have started VSS, Voluntary Separation Scheme, also where the employees will
have to separate from the undertaking. Indiscriminately,
public sector undertakings are being closed down without
attempting to revive them. I can cite the example of MAMC.
It was an engineering unit set up to manufacture items
meant for mining purposes. There were about 4,500 workers at the time of its closure. No attempt was made to
revive this company. Although there was a scope for its
revival, yet it was closed. Employees were given VSS.
Today you might have come across a news in the newspapers - you, as the Minister of Heavy Industries fought
for the cause of the employees of this organization that
1,225 employees have taken VRS within the last two
years.

retrenched. Today, the number stands at 14 lakh. If you
see up to the year 2000 or for that matter 1999, every year
there was an increase in the number of staff in the Railways. In 1999, when this Government took office, what
did they do? They solemnly announced in their election
manifesto of creating one crore jobs every year to the unemployed youth. After being elected, they have forgotten
about the unemployed youth. Berozhgari Hatao was one
of the objectives of this Government. That has not become a false promise.
TASK 7
Sir, there was an advertisement for filling up of 20,000
Group 'D' posts in the Railways. It was not even 20,000
as it was corrected by the Hon. Railway Minister while
replying to the debate on Assam Violence; it was only
17,000. You will be surprised to know that for these 17,000
posts, 75 lakh candidates applied. After scrutiny it was
found that the number of candidates suitable for interview

Nobody knows the reasons for this decline in the number

was 50 lakhs. There were graduates, post graduates and

of employees of a Public Sector Undertaking. Those em-

even MBAs who were going to appear for the interview for

ployees have been sent back to their homes. The com-

Group 'D', that is Khalasi's post, which is the lowest group

pany has reduced their manpower. Sir, you as the Minis-

in the Railways. When the boys from Bihar went to

ter of this Department did not allow the management of

Guwahati, they were prevented to take the exam and when

Maruti Udyog Limited to introduce VRS.

the boys from Bihar went to Maharashtra, they were beaten
up by the anti-social elements.

TASK 6
Employment Exchanges of our country, about four crore
educated unemployed youth have registered their names.
Four crore educated unemployed youth are in the live registers of the Employment Exchanges. We discussed the
matter. We raised the issue on the floor of this House.
Take the Railways. When I was first elected to this House
in 1970, at that time the Railway Minister, while presenting the Budget, said: "I am the biggest employer of our
country". The Railways used to employ 1.20 lakh people
every year. But it is not growing now to its fullest capacity
and strength.
Sir, five years back the number of employees belonging to
all the categories - A, B, C and D - in the Railways which
was once the biggest employer in the country was 15

Why is this happening? This is because on the one hand
the hon. Prime Minister is saying that one crore jobs per
year will be created and on the other hand they are not
providing any job opportunities to the young people. If one
crore jobs have been created how it will solve the problem
of unemployment of 28 crores of unemployed persons in
the country. Sir, what is needed is the land reforms, to
give land to the agricultural labourers. This will increase
the purchasing power of the agricultural labourers and the
unemployment problem, which is very acute in the rural
areas, will be solved to some extent. It is the greatest
mistake on the part of administration of the Ministry of
Labour that the cause of labourers is not resolved for so
many years of their fight.

lakh. It may even be up to 16 lakh. Today, one lakh
106
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TASK 8

tance to this issue and people who stood for the freedom

Mr. Labour Minister, you must know even they are not
introducing provident fund. I know in my area, Sir from
your State, labourers were brought. They were kept inside the factory campus. How much the labourers, who
had been brought from Orissa are paid? They are paid
only Rs.25 per day plus two times meal. This is the situation. Another problem is under-employment and quality
employment. Sir, the largest percentage in our country is
under-employed. There is under-employment. There is
no decent employment. That is also a real problem today
in our country.
Sir, this Government is not addressing the burning problem of our country - the problem of unemployment. During these four years, instead of, or in place of providing

of every country and for the sovereignty of every country.
The basic thrust of the Non Aligned Movement as enunciated by the first Government of this Republic is non-interference into anybody's political regime, leaving it to the
people of the respective countries. So, our Party, once
again makes it clear that war against Iraq violates all accepted canons of international law, and therefore, needs
to be condemned. Even this hour, the Party appeals that
there should be immediate cessation of hostility against
Iraq, and the whole matter once again should be referred
back to the United Nations to find a peaceful solution so
that the world countries may be able to concentrate on
developmental activities for the mankind.
TASK 10

jobs to one crore people each year, more than one crore

Sir, the whole House must rise with a sense of urgency to

jobs have been snatched away, rather destroyed, by this

demand an immediate end of the war and to demand that

Government. I know, this Government cannot reverse a

the United States and its Allied forces immediately with-

policy which has been made by going to create employ-

draw from Iraq. Sir, the weak inadequate and ambiguous

ment opportunities. Sir, where are those four crore jobs in

policy of our Government has rendered India irrelevant to

the Labour Register? Why 75 lakh candidates have ap-

international developments of serious and far-reaching

plied for 17,000 posts of Khalasis? You see the figures.

consequences. It is necessary that the whole House rises

The figures are not manipulated by us. The figures are

to demand an end to the war. It is necessary that the

given by NSO and by the Economic Survey which clearly

whole House rises to demand that this aggression must

show the disparities amongst the working classes of this

stop and the United States and its Allied Forces withdraw.

country and the labour classes of this great democratic

President Bush must be tried as a war criminal. That is

country of the world.

an absolute necessity. The United States must compensate Iraq. All sanctions against Iraq must be withdrawn.

TASK 9
Sir, we have the notice today to suspend the Question
Hour not with the remote intention to disturb the proceedings of the House, but we felt as the principal Opposition
party that the biggest question on the first day of the resumed Session of Parliament is peace in the Middle-East,
specially in Iraq, stoppage of the war and to refer back the
entire matter to the United Nations once again in order to
ensure the cease-fire in the entire region.
We have felt sorry with great dismay that the Government
of India is speaking in different voices through different
Cabinet Ministers for the last few days, right from the day
of recess till today. They are not attaching due impor-

The situation is very critical. I have given an Adjournment
Motion, and I would request you to suspend and dispense
with this usual Question Hour on a matter of such burning
problem, and to take up Adjournment Motion for the purpose of discussion so that some solutions could emerge.
The entire world is now worried about the activities of the
United States of America and the United Kingdom in the
name of coalition forces. They are killing unarmed people.
Millions of children are killed. Mothers are weeping everyday. Old people are weeping that their total generation is
going to be lost by the invasion of the Americans. We
want to become the Member of the Security Council, but,
at the same time, we, in the Indian Government, are not at
all worried about it.
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Travel, Tourism & Hospitality
Exercise 1.3.05
Secretarial Practice (English) - Speed enhancing techniques in shorthand & practice
on computer

Practice of initial small hooks R & L
Objectives: At the end of this exercise you shall be able to
• explain/understand that R hook is written with right motion and L hook is written with left motion to straight
strokes, and that L hook is a large hook written inside curved strokes.
TASK 1: Copy the outlines in the three lines below and practise 20 times each in your notebook
1
........................................................................................
.............................................................................................
....................................................................................................
2
.....................................................................................
..........................................................................................
..........................................................................................
3
.....................................................................................
.....................................................................................
......................................................................................
4

brighter
......................................................................................
....................................................................................
......................................................................................

5
.......................................................................................
......................................................................................
...........................................................................................
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TASK 2: Practise the given words, grammalogues and contractions 15 times each, as under
a
...............................................................................
...............................................................................
...............................................................................
b
...................................................................................................
..............................................................................................
..................................................................................................
c
.....................................................................................
..........................................................................................
..............................................................................................
d
....................................................................................................
.......................................................................................................
.............................................................................................................
e
..............................................................................................
............................................................................................
................................................................................................
f
...........................................................................................
...........................................................................................
...........................................................................................
A. Practise 25 times each of the words, sentences & phrases from the text book.
B. Write & read exercises of the chapter dictated at 40 w.p.m.
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TASK 3:
3 Test your knowledge, skill & speed by writing the Exercise dictated to you, Compare your outlines with the key &
practise
a

Most of us pray and remember the Lord when we are in trouble.

b

The books which you require are available in the book-shelf.

c

All the essential items should be brought today itself and delivered.

d

Poverty is removable, only if the people honestly work for it.

e

The number of Members in this Assembly is larger because of the bigger size of the State.

f

Equality in society and security of life should be the motto of a Socialist Government.

g

Can you tell me something of the robbery wich took place today?

h

The first thing which influenced me was the post of the Professor which I got at a younger age.

i

Tell all the official members to place the facts and figures by tommorrow positively.

j

A pager was used to call the surgical specialist by Mr. Chopra.
Key to TASK 3

a
b
c
d
e
f
g
h
i
j
Mark errors and rectify them by repeated practice of outlines/spellings, etc., in your Notebook.
(E.C.)..........................................................................................
.................................................................................................................
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Practice on computer for speed typing
Type the following in double line spacing with a margin of 10 degrees
The school teachers I read with in my school were all

pupils might be treated. He could stir up the spirit of wonder

good and learned men. But I liked Mr. M. Sen, our ex-

and curiosity in us. He set us to find out things for ourselves.

headmaster, the best. He was not an India - famous person,

“Life is a quest, or it is nothing”, he would say. As the

but those who have the fortune to come in contact with

headmaster of the school he was a great administrator.

him know what a noble character he possessed. He had

He would not allow us to be shabby and dirty. When a boy

dedicated his life to the service of the humanity. He stood

looked pale and thin, he would make enquiries.

first in the Matriculation Examination, first in the

The question of student participation in the administration

Intermediate Examinations, got a good first class in B.A.

of educational institutions has almost assumed a militant

and again got a first class M.A. degree in English. After

character. In the industrially advanced nations of the world

he passed the M.A. examination he was offered a fat -

students are clamouring for a definite voice in decision -

salaried post in a Govt. department. He refused the offer.

making on campuses. They back this demand often with

He was also offered a lecturership in English in a renowned

strikes, slogan-raising and demonstrations. These often

college. This offer also was refused. He would prefer a

lead to violence. The causes of intermediate provocation,

humble School teacher’s job to any other job. “Man making’

however, are often minor in nature - restrictions being

was the mission of his life.

looked upon as reasonable, disciplinary action being

I still remember the day father took me to the school and

regarded as too harsh, missing or lodging arrangements

introduced me to the Headmaster. The Headmaster asked

being unsatisfactory question papers being stiff, etc.

me in a gentle voice to take a seat. He then asked me my

Whatever may be the causes of immediate provocation,

name and what my father was. He also asked me if I

they often end in demands for a bigger voice in running

would feel ill at ease if the lectures were given in Bengali.

the affairs of the institutions concerned. Are these

He asked me this question because I was from a

demands mere tantrums being thrown up by a generation

missionary school where the medium of instruction was

which is spoiled by prosperity and permissiveness or

English. He then took me to class V and introduced me to

lacking a sense of purpose and direction?

the class teacher and the students. His paternal and

True, the protests of the students are many a time more

affectionate behaviour on that day still haunts my mind. In

critical than constructive, sometimes not motivated by

the upper classes he would take English. But his

any sense of high purpose. Still, the problem is more

knowledge was not confined to one particular subject, and

complex than all this and over - simplification may lead

his versatility was amazing.

us towards a wrong direction. Students may be liable to

He was apt in politics, literature, religion, our early
civilization, and what not. At his leisure he was always
found deeply absorbed in books. He always studied us,
that is the children. He observed our reaction to classroom
life, to the problem of school - work, to distractions and to
discipline. He knew the different ways in which different

be charged with being ignorant of the right course, but
they certainly know what they do not want. They may not
be driven by the impulse of reform- of education or
educational institutions but even then the facts remain
that there are some inexorable compulsions which drive
them to protest against a system which has become
obsolete in more than one respect.
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This protest is certainly an expression of impatience with

our economic planning was devoted to the area of agri-

the existing order of things. Till now, Universities have

cultural growth. We have given incentives to the farmers

been looked upon as centres preparing students to enter

for the mechanization of agriculture. These incentives

respectable careers. Even that particular function they

enable them to purchase new implements at subsidized

have failed to fulfil. A degree, these days, is hardly a

rates.

passport to employment. Not even one - tenth of the
products of educational institutions can find a job these
days. The students are naturally anxious to secure a
definite change in the system. This is which mainly gives
rise to the desires for a voice in the administration of
Universities. Secondly, corruption reigns supreme whether
in social life or educational institutions.

The use of chemical fertilizers is being encouraged and it
has worked wonders in the agricultural area of our economy.
In different parts of the country many a fertilizer plant is
being set up The role of research institutions in the field
of improvement in the quality of seeds is commendable.
Development blocks are being established or have already
been established by State Governments. These provide

India has been striving hard to become self-sufficient, spe-

field guidance to the farmers. Serious attention is being

cially in matters of food, ever since she achieved inde-

paid by the Government to the development of irrigational

pendence. She has often been visited by famines. The

facilities. Many river valley projects have been completed

food position has often become precarious. Many a time

and many of them are in the process of being completed.

she had to depend upon other countries, producing not

Along with all these, the farmers are assured of a better

enough for her home requirements, the result being that

return because the Government has fixed purchase price.

she had to import huge amount of food - grains. The nation mobilized all her resources for the cause of agriculture. In fact, a country like India cannot afford to ignore
such a vital issue such as agriculture, for more than 80
percent of the population depends on the common source
of income and well being. Agriculture is still the main
profession of the nation. The provision of raw materials to
many an industry depends on agriculture and industries,
which in their turn, provide employment to a wide area of
the general population.

A democracy is 'a Government of the people, for the people
and by the people', said Abraham Lincoln. A more apt
definition of democracy hardly exists. A peaceful, orderly
and civilized organization of society brought about by the
collective effort of men is the essence of democracy. Its
real value consists in everyone having an equal share in
the Government. The individual submits himself to only
one will the social will and the social will is represented in
the State. The individual learns to adjust his individualism
to the social set-up where everyone is free to say what he

All our efforts in the direction of bringing our economy to

actually feels and thinks. At the same time the individual

an advanced stage will fail in the absence of sufficient

tries to appreciate his opponent's point of view even though

agricultural production. Green revolution is the result of

he may not agree with it. Both the strongest and the weak-

the special attention which we paid to agricultural prod-

est have the same opportunity to express themselves.

ucts. The nation, or the people who govern the nation,
took many a step in the direction of creating the right
atmosphere for a green revolution. An important portion of
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Obedience to laws and a sense of discipline is essential
for all. Only then do they deserve to enjoy the rights ensured by democracy. It is this discipline and this self-
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restraint which form the core of democratic values. People

was at this stage that Milton wrote his Areopagitica. It

who are not willing to pay the price are unfit to taste the

was written in defence of the freedom of press which he

fruits of democracy. It is these people who create vio-

considered necessary for the discovery of truth, truth ar-

lence and violence and democracy cannot go hand in

rived at through discussion and free inquiry. The immense

hand. Democratic values face the greatest danger from

capacity of the printed word was beginning to make itself

the cult of violence. Democracy is based on the principles

felt.

of tolerance and charity. The State is destroyed when
individuals tend to make laws in their own hands. The
destruction of democratic values inevitably results in anarchy because anarchy is the very anti-thesis of democracy.

Some elements of confusion have indeed crept in by the
very complexity of changes in the political economic and
social areas. Freedom of press has lesser meanings in
some socialist regimes. A controlled press is the pivot of
their political system. In Parliamentary democracies the

Perhaps the most important attribute of constitutional

big businesses have tended to secure control of the popu-

democracy is freedom of expression. This freedom of ex-

lar press. The press has been harnessed to the cause of

pression is of supreme importance for the preservation of

party or even individual interests. In the process, the very

democratic values. The people's grievances cannot be

purpose of the freedom undergoes the danger of being

removed unless and until the representatives of the people

defeated, its significance lost and its meaning confused.

do not know what the people actually feel. The moment,

There is hardly such a thing as abstract freedom be it of

the representatives fail to respond they invite protest. The

the press or of the individual.

failure of communication between the people and their
chosen representatives inevitably results in violence.
Seeds of violence are sown when democratic forms of
protest like demonstration or hartals fails to evoke response. The result is frustration and frustration is a state
which gives birth to violence.

Freedom is always accompanied by responsibility and it
always entails an obligation. None can deny the fact that
the press is mainly a medium of mass - communication,
its primary function being to inform the people. In the
sense that the people have a right to be informed fully
and freely, the press is accountable neither to the propri-

Freedom of enquiry, of debate is a freedom for which

etor nor to the State but to the people. Mere sensational-

man has fought many a time in history. The invention of

ism is noteworthy of a newspaper worth its name, Sheer

the art of printing in the fifteenth century helped a great

sensationalism distorts the freedom of the press and un-

deal to promote this sense of freedom. The first evolution

dermines its social responsibility. The press is more a

was what is known as the Reformation. It shook the Ro-

public institution than a mere industry. A definite social

man Catholic Church in the sixteenth century. The State

function it must discharge. Information which is unbiased

tried to bring the press under control; it imposed censor-

and accurate is the essential attribute of a good newspa-

ship to make sure that no writing which undermined tem-

per.

poral or spiritual authority should go into print. Censorship laws were tightened in England in the year 1643. It
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Travel, Tourism & Hospitality
Exercise 1.3.06
Secretarial Practice (English) - Speed enhancing techniques in shorthand & practice
on computer

Curved hooked strokes i.e. F/V/ith/TH
Objective: At the end of this exercise you shall be able to
• explain/understand the importance and the advantages of alternative forms of curves F/V, Th/Thee.
TASK 1: Copy the outlines in the three lines below and practise 20 times each in your notebook
a
...........................................................................................................
.................................................................................................................................
.............................................................................................................................................
b
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ..
............................................................................................................................................
.......................................................................................................................................
c
.............................................................................................
...........................................................................................
................................................................................................
d
...............................................................................
...............................................................................
...............................................................................
e
............................................................................................
...........................................................................................
..............................................................................................
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TASK 2
Practise use of S with hooks initially, medially and finally; practise grammalogues and contractions as under
a
....................................................................................
...................................................................................
...................................................................................
b
..............................................................................................
....................................................................................
......................................................................................
c
...............................................................................
...............................................................................
...............................................................................
d
......................................................................................................................
..........................................................................................................................................
..................................................................................................................
e
...............................................................................................
..............................................................................................
......................................................................................................................
A. Practise phrases of the chapter 5 times each.
B. Practise reading & writing Exercises of the chapter from the text book.
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TASK 3
Test your knowledge, skill, speed and accuracy by taking dictation of the following exercise at 60 w.p.m.
Verify with the key for errors. Practise corrected outlines.
a

Is it improper to play in dark in this park, when the weather is cool?

b

The Prime Minister was welcomed by everybody throughout his journey.

c

Mr Shukla’s reward for bravery surprised very many people, in our office.

d

I am sure Mr Prem will give a surprise on his arrival from Burma.

e

It is my pleasure to welcome you in this seminar on moral values.

f

Mr Mitra is my neighbour residing near Neeraj Hotel at Bareilly.

g

I totally disagree with you on the valuation of this property.

h

Either go on a bicycle or by car to bring the crockery just now.

i

Sir, I believe this refresher course was arranged for junior officers.

j

We will face every challenge in our lives bravely and courageously.
Key to TASK 3

a
b
c

d
e
f
g

h
i

j
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Travel, Tourism & Hospitality
Exercise 1.3.07
Secretarial Practice (English) - Speed enhancing techniques in shorthand & practice
on computer

Compound consonants WH, WHL, KY, GY, KW, GW, MP, MB, and application
in different types of words
Objectives: At the end of this exercise you shall be able to
• explain/understand the use of Compound Consonants
• write the words containing compound consonants & grammalogues.
TASK 1: Read and write the given outlines in the following 3 lines before practising them for one full page
in your shorthand note book
a
...............................................................................
...............................................................................
...............................................................................
b
...............................................................................
...............................................................................
...............................................................................
c
...............................................................................
...............................................................................
...............................................................................
d

impartiality
...............................................................................
...............................................................................
...............................................................................

e
.............................................................................................
............................................................................................
f
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TASK 2: Explain the situations when LR and RR can be employed
Practise the following outlines 20 times each using compound consonants LR and RR
a

dweller

snarer

...............................................................................
...............................................................................
...............................................................................
b

Sharer
...............................................................................
...............................................................................
...............................................................................

c

explorer

chancellor

.

...............................................................................
...............................................................................
...............................................................................
TASK 3: Practise the following outlines 20 times each wherein LR and RR are not used
a
...............................................................................
...............................................................................
b

ambassador
...............................................................................
...............................................................................
...............................................................................

TASK 4: Practise the following words using MP/MB 10 times each
a

embarrass
imperatively
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imperative
scamper
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TASK 5: Practise the following outlines wherein compound consonant MP/MB is not used
a

embolden

umbrella

imprison

...............................................................................
...............................................................................
TASK 6: Test your knowledge, skill & speed by writing the Exercise dictated to you. Compare your outlines
with the key and practise
a.

I believe there was no improvement in the quality of work during his tenure.

b.

It was almost impossible to impress everybody on such an important question.

c.

However, on your request, Mr Gwynn will proceed to Gwalior to get the steel quota

d.

I assure you to get replies to all your questions and settle the minor differences.

e.

Dr Bist is the first-ever Doctor of Philosophy in Stenography.

f.

There is no reason why he should refuse a better job elsewhere.

g.

The employer showed impartiality in giving wages to the lady employees.

h.

Priti and Nirmala were quarrelling for workers’ rights almost every day.

i.

They quarrelled with the driver to check the air-pressure of the wheels of their car at the petrol pump.
Key to TASK 6
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Typing practice of passages from books, magazines, Journals and Newspapers for enhancing the speed and
accuracy.
The reasons for the under-utilization of the capacity of a

The first important guideline is that the planning process

plant are firstly shortages of inputs and supplies and

should be based on a specific reasonable population es-

secondly, lack of demand for its output. The inputs include

timate and that the plans themselves should visualize

raw materials, power and transport. The demand for the

the outlays and programmes necessary to implement a

output of an industry may have two components. Inter -

population policy based on such estimates. At the same

industry demand, that is the demand from other industries,

time, an all-out effort needs to be made to bring down

and the final consumer demand. The latter will have to be

the rate of growth of population. The investment pattern

considered separately. But the shortages of inputs such

should also accord primacy to expansion in agriculture,

as raw materials, power and transport on the one hand,

small industry and social service activities. The logic

and lack of inter-industry demand for the output on the

behind this has been already indicated. These are the

other, are nothing but symptoms of imbalances in the

three sectors (along with basic wage-goods industries)

production capacities existing in different industries. If

which determine the economic opportunities and stan-

one industry suffers from shortages of inputs, it means

dards of living enjoyed by the poor. The meaning of "Pri-

that the production capacities are inadequate in some

macy" in the content of investment planning is that rea-

other industries, including agriculture, which supplies the

sonable high growth rates for these sectors should be

inputs of the given industry.

introduced as exogenous inputs into planning and the

Similarly, if one industry suffers from lack of inter-industry
demand, it means that production capacities are relatively
inadequate in some other industries to which the given

investments and growth requirements for all other sectors be derived on the basis of intersectoral balances
within this framework.

industry supplies its output as inputs. The imbalances in

A high degree of importance should also be attached to

the production capacities of different industries are not

rapid expansion of supplies and effective marketing of

easy to remove and any measures to remove them can

basic wage goods. Here the choice of investments should

hardly be considered short-term. But, in an economy with

be guided into the lines which promise the fastest output

limited total production capacity, such imbalances and

increase per unit of direct and indirect investments. Small

consequent wastage of capacity is undoubtedly a serious

-scale technologies may be inappropriate for some of

matter. Another reason for the under-utilization of capacity

the basic wage goods on the ground of investment - ef-

in some industries is the lack of final consumption demand

fectiveness and total factor productivity considerations.

for their output.

Confusion should not be allowed between the targets of

This imbalance is even more serious than the inter

rapid growth in basic wage goods production and the

industry imbalance and can hardly be corrected by short-

promotion of small-scale industries. The effective mar-

term measures. Therefore, for a while we shall postpone

keting of basic wage goods and their supplies to the poor

its consideration. Yet another reason, often mentioned,

at reasonable prices will involve not only production, but

for under-utilized capacity is the industrial labour unrest.

proper arrangements for stocking and off take, and elimi-

It is, therefore, suggested that urgent steps should be

nation of speculative irregularities prevailing in the coun-

taken to discipline the industrial labour and curb the

try. A system of state trading, distribution through co-

industrial unrest. Industrial employer in the country has

operatives and effective buffer stock operations will have

always been powerful vis-a-vis labour and, so long as there

to be instituted in order to progressively reduce depen-

is a large army of the unemployed he will remain so. But,

dence on private traders and suppliers of various types.

in spite of the army of the unemployed, industrial labour

We envisage an essentially non-inflationary process of

is getting increasingly better organized and improving its

economic development. This does not imply that all prices

bargaining position vis-a-vis the employer.

should be rigidly fixed or controlled.
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Travel, Tourism & Hospitality
Exercise 1.3.08
Secretarial Practice (English)- Speed enhancing techniques in shorthand & practice
on computer

Practice of final hooks (N and F/V)
Objectives: At the end of this exercise you shall be able to
• study thoroughly the final hooks of N and F/V with straight & curved strokes
• identify when hooks are not used
• join circles & loops to the final hooks.
TASK 1: Copy the outlines in the three lines below and practise 20 times each in your notebook
a
........................................................................................................
...............................................................................................
........................................................................................................
b

drain
...............................................................................
...............................................................................
...............................................................................

c
......................................................................................................
...................................................................................................................
.................................................................................................................
d
...............................................................................
...............................................................................
...............................................................................
e
............................................................................
...............................................................................
...............................................................................
f
....................................................................................................................
...............................................................................................................
............................................................................................................................................
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TASK 2: Copy the outlines in the three lines below and practise 20 times each in your notebook
a
...............................................................................
...............................................................................
...............................................................................
b
...............................................................................
...............................................................................
...............................................................................
c
...............................................................................
...............................................................................
...............................................................................
d
...............................................................................
...............................................................................
...............................................................................
e
............................................................................
...............................................................................
...............................................................................
f
...............................................................................
...............................................................................
...............................................................................
A. Practise phrases of the chapter
B. Practise words and sentences. Take down dictation at 40 w.p.m. and read back.
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TASK 3: Test your knowledge, skill and speed by writing the following dictated to you. Verify with the key and
note down the errors. Correct the errors and practise
a.

There has been a significant decrease in the food supply in northern and southern zones last year.

b.

Our opinion seems to be much expensive, advantageous and logical than yours.

c.

It is very difficult for me to work in the Minister’s Office and dance to his tune.

d.

The northern region of India receives heavy rainfall during the monsoon season.

e.

India is the largest democracy, which is a union of different States.

f.

I thank you very much for your quick response on this vital question of human behaviour.

g.

The team had the bitter experience of defeat in the Semi-final of Asia Cup Cricket Match.

h.

Generally, I run for ten minutes, but today I ran for five minutes.

i.

It is advantageous to drink lemon, fresh juice or butter milk during summer season.

j.

Fence your house with wire to keep away stray dogs and calves.
Key to TASK 3

a
b
c
d
e
f
g
h
i
j

(E.C.) ........................................................................................................................................
............................................................................................................................................................
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TASK 4
Write in Shorthand at 60 w.p.m. Verify with the key. Mark the errors committed. Practise correct outlines
If you glance through our economy, then you will realise. There has been a significant / and sudden fall in our foreign
reserves in the last ten or fifteen years. The // value of rupee has gone down sharply. We still remember the bitter
experience faced by /// us during the last war, when the decline in the rupee value had come down (1) to half. Black
money was prevailing everywhere. Rich people, specially shopkeepers used to store food / items for their own profit and
thus had an advantage over the other business people. // Those who have plenty of money do store food supplies for
earning a profit. But /// the time becomes awfully painful for the poorer sections of the society. Persons who have (2) to
pay bank loans are generally in trouble. To stop such recurrence, we must help / the Government in every possible
manner. Everyone should show proper response to the call of // the Government. To fulfil this task, in the first place, we
must offer and provide /// food supplies to the poor people in the villages and the down-trodden in cities (3). (180 words)
Key to TASK 4

(E.C.) .......................................................................................................................................................................
........................................................................................................................................................
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Travel, Tourism & Hospitality
Exercise 1.3.09
Secretarial Practice (English) - Speed enhancing techniques in shorthand & practice
on computer

Shun hook and joining it with other strokes and applying it on the different
types of words
Objectives: At the end of this exercise you shall be able to
• practise large final hook with examples
• write shun hook after strokes ending with circle S.
TASK 1: Copy the outlines in the three lines below and practise 20 times each in your notebook
a
.......................................................................................................................
.................................................................................................................
...........................................................................................................
b
..........................................................................................................
......................................................................................................
.....................................................................................................
c
...........................................................................................................
..............................................................................................
..................................................................................................
d
......................................................................................................
...................................................................................................
..............................................................................................
e
..............................................................................................
...................................................................................................
....................................................................................................
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TASK 2: Practise grammalogues, contractions & phrases, as under
a
................................................................................................
.............................................................................................................
................................................................................................
b
.............................................................................................
.............................................................................................
...................................................................................................
c
.................................................................................................
..........................................................................................
..........................................................................................
d
...........................................................................................
..........................................................................................
................................................................................................

e
...................................................................................................
....................................................................................................
..........................................................................................................
A. Practise exercises of the chapter and write dictation at 60 w.p.m.
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TASK 3: Test your knowledge, skill and speed by taking down dictation of the following. Verify with the key for
errors. Practise correct outlines
a.

We will see the location before giving the quotation.

b.

This organisation functions in addition to the Life Insurance.

c.

The direction of this film magazine is unsatisfactory.

d.

The site selection and reception of the function was fine.

e.

The decision of the Planning Commission was known to us.

f.

Much tension is prevailing at the junction.

g.

Examiners can silence examinees in the Examination Hall.

h.

Vocational education must be given in each institution.

i.

Separation or Division of powers is the principle of democracy.

j.

Collection of taxes is the function of the Corporation.
Key

a
b
c
d
e
f
g
h
i
j

(E.C.)

...................................................................................................................................
....................................................................................................................
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TASK 4
Write in Shorthand at 40 w.p.m. and again at 60 w.p.m. Check your transcript by comparing it with the key
given below
Our Priests or Rishis have given useful lectures on human life. They believed in peace / harmony and purity of life. A large
section of people are their followers even today. // The significance of their blessings lie in following them generously.
Not only Indians, but people /// from different nations are now becoming aware of the importance of Indian civilization. The
vision (1) of our leaders can be realised truly only if we live affectionately. One of the / main reasons for the decline in
humanity or human behaviour is of man becoming more // and more selfish. Man wishes to earn more and more to store
for himself having /// no sympathy or affection for the other people. The true ideal of humanity can flourish (2) only in a
peaceful atmosphere. Crime, terrorism, aggression or annexation of other natoins only spoil/ peace and human relations.
it is time when every human being on this earth realises // the truth of these sayings and follow these ideals for mitigation
of human sufferings. Our /// leaders followed the path of truth and non-violence and gave the ideal of secularism. (3)
Key
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TASK 5: Practise on computer
There are few parents who do not enjoy seeing their children learn, who do not feel pride in their progress and an
urge to help them. Many, indeed, regard this experience
as one of the most rewarding in life. All the same, teaching children today is usually thought of as a process that
goes on in schools rather than in homes, as the concern
of teachers rather than of parents, of a minister of education, the State, and other experts. Some parents even
hesitate to try teaching their children, feeling that the
amateur efforts may interfere with the serious work of
trained teachers. This modern attitude is a complete reversal of the way people used to think about education. A
hundred years or so ago there were no State schools;
there was no compulsory education; and even after the

The concept of integrated science has been mostly misunderstood by people who teach in schools and colleges
to just mean a combination of physics, chemistry, biology etc., the different branches of science. This misunderstanding is because of the fact that it is a dynamic
concept. Integrated science teaching consists of those
approaches in which the concepts and principles of science are presented so as to express the fundamental
unity of scientific thought and to avoid premature or undue stress on the distinctions between the various scientific fields. The very concept of integrated science teaching is based on the important principle that science is
unified in respect of substance and content. The universe we are in and of which we are all part has an inher-

passing of the 1870 Education Act which brought these

ent unity.

into existence, it was still almost universally assumed

Science is nothing but a study which provides us an un-

that educating a child was primarily a parent's business,

derstanding of the universe, the unity of purpose, content

his right and responsibility.

and process that is far more significant than the differ-

This concept of parent-directed education had its roots in

ence in language or forms between individual sciences.

the earliest patterns of human society, when parents and
relatives were a child's only possible instructors. Even in
mediaeval times only a small minority of children went
thus to school -mainly boys destined for the priesthoodand the vast majority of the population lived and died in
complete ignorance of the two great basics of modern
education - reading and writing Learning for them consisted of a sort of general, practical know - how picked up

In respect of methodology and content natural sciences
are becoming more and more unified and integrated. There
is, thus no escape for science teaching and its backing
must be integrated. Integrated science teaching is the
natural way of teaching science to children. They are not
interested in learning different concepts in science under
watertight compartmentalized subjects. At best, the children are curious to learn about knowing things around

by children working with parents and other adults in the

them and raising questions in all matters.

house, or in the field, the stables, or the workshop.

Science teaching to these children must be aimed at

But, however haphazard this way of passing on knowl-

developing certain skills which help them to solve very

edge and skills may seem to us, it worked reasonably
well if slowly, for centuries. Civilizations developed and
survived, great works of art and invention were created
and a sort of rugged tradition was established through
person to person conveyance of knowledge and family
instruction. The great development that disturbed and enriched this long traditional pattern was the advent of the
first printed books. Nearly five hundred years ago the
discovery of movable types and of paper gave an enormous impetus to book production, and books began to
come within the economic reach of ordinary people.

many problems. It ought also to be noted that, in the
present schedule of topics to be studied in different
branches of science like physics, chemistry, biology, etc.,
there is considerable overlapping. This amounts to duplication of work to be carried out by different teachers.
Thus, there would be a certain wastage of teacher energy. It is accepted that to a large majority of students in
our country, secondary education is the maximum that
they can hope to achieve. With this in mind, at the secondary school, a study of general science as one of the
core subjects has been prescribed. The emphasis at this
stage of education is not to make our students specialists in science.
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Travel, Tourism & Hospitality
Exercise 1.3.10
Secretarial Practice (English) - Speed enhancing techniques in shorthand & practice
on computer

Demonstration of halving principles in different types of words and
sentences
Objectives: At the end of this exercise you shall be able to
• practise halving of light and heavy strokes for adding T or D
• apply halving principle to hooked strokes.
TASK 1: Copy the outlines in the three lines below and practise 20 times each in your notebook
a
..................................................................................................
......................................................................................................
.......................................................................................................
b
...........................................................................................................
..................................................................................................
...............................................................................................
c
...............................................................................................
.......................................................................................................
.........................................................................................................
d
...........................................................................................
.............................................................................................
....................................................................................................
e
............................................................................................
................................................................................................
..........................................................................................
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Travel, Tourism & Hospitality
Exercise 1.3.11
Secretarial Practice (English) - Speed enhancing techniques in shorthand and practice on computer

Halving of other compound consonants and applying it on computer for
speed typing
Objectives: At the end of this exercise you shall be able to
• halve & thicken M, N, L and R (down) for ‘D’
• halve hooked MP/MB & NG for T/D.
TASK 1: Copy the outlines in the three lines below and practise 20 times each in your notebook. While doing
so, bear in mind the following rules
a Halve & thicken m, n, l, r (down) for d and hooked strokes mp/mb and ng for t or d
b Join strokes of unequal length only when there is difference in thickness or when there is angle between strokes. If
not, halving is not done. Full strokes are written.
c Do not halve a stroke when a vowel follows T or D.
a

need

.....................................................................................................................................................................
.....................................................................................................................................................................
.....................................................................................................................................................................
b
.....................................................................................................................................................................
.....................................................................................................................................................................
.....................................................................................................................................................................
c
.....................................................................................................................................................................
.....................................................................................................................................................................
.....................................................................................................................................................................
d
.....................................................................................................................................................................
.....................................................................................................................................................................
.....................................................................................................................................................................
e
.....................................................................................................................................................................
.....................................................................................................................................................................
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TASK 2: Copy the outlines in the three lines below and practise 20 times each in your notebook

132
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Travel, Tourism & Hospitality
Exercise 1.3.12
Secretarial Practice (English)- Speed enhancing techniques in shorthand and practice on computer

Practice of pairs of words confused and misused
Objectives: At the end of this exercise you shall be able to
• distinguish between similar looking strokes.
TASK 1
Practise grammalogues and contractions as under
a
................................................................................................................
..................................................................................................................................
.............................................................................................................................
b

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
..................................................................................................................
.........................................................................................................

c
...................................................................................................................
........................................................................................................................
....................................................................................................................
d
..............................................................................................................................................
....................................................................................................................................
.................................................................................................................
e
............................................................................................................................
..........................................................................................................................................
.......................................................................................................................................................
f
.......................................................................................................................
.......................................................................................................................
......................................................................................................................
g
.......................................................................................................
.......................................................................................................................
.......................................................................................................................
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h
...............................................................................
...............................................................................
.......................... .....................................................
A. Practise reading phrases from exercises. Take dictation at 80 w.p.m. from the book and check errors.
TASK 2: Test your knowledge, skill and practical application of rules by writing the following Exercise. Verify
with the key and note down errors. Practise the correct outlines.
a.

Gentlemen are particular about their behaviour towards ladies.

b.

We should learn and use Hindi proudly, in our daily life.

c.

I was told the other day that our old friend was murdered in the night by his servants.

d.

According to our Vedas, God lives there where woman or Goddess is worshipped.

e.

I do not understand why he sent his children to the hostel.

f.

The Government has approved our plan of a multi-storeyed building on this land.

g.

I met my aunt, wished her and showed great love.

h.

Indu’s attitude towards me has dramatically changed.

i.

Mamta was the only witness to the accident that took place.

j.

The immediate need underlying this task has to be realised first.
Key

a
b
c
d
e
f
g
h
i
j
(E.C.)............................................................................
..............................................................................
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TASK 3: Write in Shorthand at 60 w.p.m.
Action has been taken to hold a debate in our school premises tomorrow. Initially, I / thought of taking part in it, but now,
I have dropped the idea. I was // no doubt considered a bright student of my school but now-a-days my health /// does
nto permit me to participate actively in the various activities. This is largely due (1) to my own fault. Taking too much of
fast food or stale food has caused / great harm to me. Quite often, I am down with stomach pain, fever, cough and // cold.
Now, my doctor has advised me that great care has to be taken during. /// the summer season otherwise I might have to
undergo a minor throat operation. The secret (2) of good health is to eat fresh food, green leafy vegetables and drink
plenty of / liquid during the summer season. It would be ideal to take butter-milk with salt // instead of sugar along with
food. Do not move out without taking enough of liquids /// to prevent sunstroke. The large number of cases reported in
hospitals are of food poisoning. (3) (180 words)

Key

(E.C.) ........................................................................................ .............................................................................
..........................................................................................................
......................................................................................................
................................................................................................................
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Travel, Tourism & Hospitality
Exercise 1.3.13
Secretarial Practice (English)- Speed enhancing techniques in shorthand & practice
on computer

Practice of doubling principles, doubling of other compound consonants
and dictation
Objectives: At the end of this exercise you shall be able to
• practise words using doubling principles
• use doubling principles to increase your speed of writing.
TASK 1: Copy the outlines in the three lines below and practise 20 times each in your notebook
a

b

c

d

e

g

h
136
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TASK 2: Write outlines for the following words, verify them with the ‘key’ and practise them at least 15 times

1

floater

sister

another

centralisation

wilder

blunder

2

supporter

importer

disorder

thermo-meter

venture

inventors

3

depender

engender

distributor

objectors

transactor

liquidator

4

hector

indicator

distemper

Picture-frame

pampered

secondary

5

ring-leader

insulators

modulator

surrendered

fabricator

inventory

6

tendered

auditor

suspector

grand-father

shattered

sundry

TASK 3: Decipher the following outlines and write correct words/phrases, verify them with the ‘key’ and
practise them, at least three lines each

TASK 4
Transcribe the following verify with ‘key’, correct it and practise the script, as many times, as you can.
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Key to TASK 2
1
2
3
4
5
6
Key to TASK 3
Verify your deciphered words with this ‘key’, correct and them, at least three lines each.
1

provider

centering

orderly

Shifter

excavator

polluter

2

educator

disputer

adulterator

grand-mother

exporter

stimulator

3

high-lander

imponderable

blunder

tendering

winter

predictor

4

future

lubricator

rejector

glass-cutter

timbered

flattery

5

adventurous

elector

reflector

I have been there

chartered

rendered

6

stone-cutter

nomenclature

embroider

has been there

ultra

Key to TASK 4
Dear Sirs, We regret to-have to challenge-the accuracy of Mr. Reddy’s statement in regard to-the furniture forwarded tohim on the 28th ultimo. Our Mr.Murthy saw personally to-the finishing of-this lot of-goods, and-his recollection is perfectly
clear that-the shade of-the polish was exactly as ordered, neither lighter nor darker. We-have cultivated this department
of-our business so carefully as almost to preclude likelihood of-such a blunder as-is alleged. You know that-we-have every
shade of varnish and polish ready for mixing, so-that there-is absolutely no inducement for us to change a shade
deliberately. We-are sorry that Mr. Reddy should-be so-much perturbed about this-matter; but-we-feel sure that if-hewill refer to-his directions to-us he-will-find that-the fault is-not ours. We-can, of-course, repolish-the furniture if desired;
but we should-have to charge for the trouble and expense. Yours-truly.
TASK 5: Write in shourthand at 60 w.p.m
Every revolution whether it is cultural, political or industrial is brought about by the masses. /Therefore, there is no
doubt that a man of character is behind every revolution. The //character is built by correct education because it makes
him a fit citizen with a /// sound character and culture. The ancient Indian education system was designed to develop
the character (1) of human beings. However, the modern education system introduced in India by the British East/India
company was designed to produce the most obedient servants known as secretarial culture for // doing stereotype
routine work. If students are made to learn or cram English without understanding /// its meaning, they cannot become
good secretaries or Stenographers. They can neither rise themselves, nor (2) render any useful service to the writers or
dictators or their masters in their entire/work. Today the art of flattery has become the main quality of a stenographer
rather than his ability, sincerity and virtues. A man can flatter his boss even when he /// is annoyed. However, a wise
man can judge the characteristics and nature of a flatterer. (3)
138

(180 words)
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Key to Task 5

TASK 6: Practise on computer for speed typing
Madurai on the banks of river Vaigal is the second largest city of Tamilnadu and one of the most ancient pilgrim centres
of India. From time immemorial it has been famous as a seat of Tamil learning and culture. Conferences of scholars
known as Sanghams were held at Madurai in remote past. In one of those gatherings of scholars. Lord Siva is said to
have played the part of a poet. At present Madurai is known throughout the world because of the great and magnificent
temple which contains two important shrines dedicated to Somasundarar and his consort Meenakshi. Of these, the
shrine of Somasundarar is the older, going back to legendary times. But the shrine of Meenakshi is most popular
among the people of Tamilnadu. Unlike other temples of Tamilnadu, it is customary in the temple at Madurai to worship
first the Goddess and then the God. Madurai is mentioned in Devi Bagavatham as one of the principal Sakthi peetas.
Meenakshi is considered one of the three powerful Goddesses of India, the others being Kamakshi at Kanchi and
Visalakshi at Kasi. The uniqueness of the city is that it is planned around the temple in almost concentric squares. All
the main streets are running parallel to the walls of the temple. On several occasions Devi Meenakshi has also appeared
on the earth in order to help Her devotees. In 1812 there was a collector by the name Rous Peter. Being very popular he
was called as 'Peter Pandian'. Every day he used to go round the temple on horseback before proceeding to his duties.
One night when he was sleeping, there was heavy rain accompanied by thunder and lightning. Suddenly he was roused
from his deep slumber by a girl who asked him to get out of the room immediately. As soon as he left the room it was
struck by lightning and destroyed. The Englishman ascribed the miracle to the Goddess Meenakshi and as a mark of
gratitude presented a valuable golden stirrup inlaid with stones for the horse-vahana of the Goddess. The jewel is even
now-preserved in the temple. The temple at Madurai is a complex of many structures built at various times and is also
a fine example of Dravidian art and architecture. There are twelve gopurams to the temple, the largest and best of them
being the one on the southern door way.
Passages may be collected from magazines and newspapers and given to trainees for speed practice.
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Travel, Tourism & Hospitality
Exercise 1.4.01
Secretarial Practice (English) - Prefixes/suffixes, monetary units & dictation
Practice of prefixes and their representative strokes and dictation
Objectives: At the end of this exercise you shall be able to
• write and read various prefixes, joined or disjoined
• use prefixes in speed dictation
• take down dictation rapidly by employing prefixes.
TASK 1: Write outlines for the following words, verify them with the ‘key’ and practise them at least 20 times
each.
1

conception

concentrate

conclusive

compliment

composite

sub-committee

2

decompose

uncommon

recognise

misconduct

reconstruct

mis-concieve

3

accomplice

accomplisher

interject

interviewed

interlock

enterprising

4

magnitude

magnatometer

disconcert

transmission

transplant

transit

5

incomparable

interdependence

unnamed

self-contained

self-position

underwork

6

immaterial

self-taught

illicit

inhospitable

underwent

commission

Key to TASK 1

1

2

3

4

5

6

140

Copyright @ NIMI Not to be Republished

TASK 2: Decipher the following outlines verify them with the ‘key’ and practise them, at least 20 times each.
a

b

c

d

e

f

Key to TASK 2
a

condensation

condolence

confederate

overconfident

disconnect

incompetent

b

circumscribe

encumber

recommending

mis-conduct

circumference

commodity

c

accommodated

self-satisfied

trademark

introspect

introversion

interval

d

magnific

demagnetise

transparent

transgression

transpire

transact

e

self-will

shortsighted

instruct

inherent

overturn

unscrew

f

unnoticed

immeasure

illiterate

unnoted

almighty

inspired

TASK 3
Write the following passages in shorthand in your shorthand notebook, verify them with ‘key’ and practise the scripts, as
many times as you can
a Dear Sir, I-have-carefully-considered-the proposal you made at the recent-conference in Delhi, and while I gratefully
recognize your considerate and even magnanimous tone at-the interview, I have concluded not to entertain-the idea
further.
There-are what I consider inherent defects in-the-proposed enterprise which forbid my name being on-the list of
shareholders in company. I-fear it-will-not-be-the instrument of-profit which anticipate. I am conscious of all yourkindness towards me in connection with-the scheme you have introduced, I-desire to-express my gratitude for the
hospitable respect you gave me. I cannot but repeat my appreciation of the great self-control you exhibited inspite-ofthe interruptions to which you are exposed in-the-course of-your speech at-the conference. Yours faithfully,
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Key to TASK 3(a)

b A man or a woman is-the happier for having some definite hobby to-which he or she-can turn in periods of leisure. Itis really immaterial what that hobby may be, and it need-not-necessarily bring pecuniary benefit. The point of real
importance is-that it-should furnish agreeable relaxation from one’s daily work and-the worry that so frequently goes
with it. The man with a hobby is almost invariably less given to worrying than the man without one. What an amazing
variety of hobbies there are some-people collect various articles, such as coins, miniatures, stamps from all-parts-ofthe-world, theatre programmes, antique jewellery, miscellaneous curios, and so on, while others employ their spare
time in hobbies of a more practical or creative nature, say woodwork, gardening, sewing and all forms of fancy
needlework.
If those who-are in-the habit of worrying over troubles, real or imaginary, would but take-up some form of hobby theywould find that it had a steady influence upon them, and-it-is-possible that in many cases they-would realize that all-our
leisure should devoted to following a hobby.
Key to TASK 3(b)
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TASK 4
Transcribe the following, verify with the key and practise the script 5 times each
a

Key to TASK 4(a)
Ladies-and-Gentlemen, It-gives-me-great-pleasure in taking part in the Annual Day Celebrations of Gandhi Memorial
Hospital this evening. I remember that foundation stone for-this institution was laid by-me ten-years-ago. At that time I
made an appeal for donation of-land and money for-this noble purpose. I am told a number-of buildings constructed withthe liberal donations from-the public and some of the latest medical equipments are also provided here, and that the peopel
are making use of-these facilities.
Before attending this function, I-was taken round-the hospital, and I had a discussion with-the management and-the
medical officers about-the activities of the institution, and also about-the future programme for expansion. One thing that
impressed me was that-the entire place is kept clean, and-the medical officers and staff are kind and courteous to-the
patients. With regard to-the fees charged for the tests conducted, and-for-the medical services rendered, I- am-told they
are nominal. But, at-the-same-time, the quality of-service rendered here is excellent.
While I appreciate-the good work done by-the Trust in-this matter, I would request them to-extend their activities in regard
to-the preventive side also, to the extent possible. I-congratulate all-those-who-have worked for-the development of the
hospital and thank-you for-the opportunity. With-these few-words, I conclude my speech.
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Key to TASK 4(b)

Letter from Messrs. Ganesh Leasing Company Limited, Madurai, to Messrs. Ramdas Transport Company, Kakinada.
Dear Sirs, We-are-in receipt of-your-letter dated the 5th instant asking us to provide-you financial assistance under-the
Hire Purchase Scheme for purchasing two lorries. We-enclose a booklet containing-the terms and-conditions together
with an application form. On receipt of-the application duly filled in, we-shall do what we in-the-matter.
In-this-connection, we-have to remind you that in regard to the payment made by us for-the purchase of five buses foryour transport, instalments for the last-two-months are still due from-you. We hope-you-will send your remittance without
any further delay. We-shall advise you to-be prompt in-the payment of monthly instalments before-the due date as perthe Hire Purchase Agreement, in the interest of good business relationship. Yours faithfully.
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Travel, Tourism & Hospitality
Exercise 1.4.02
Secretarial Practice (English) - Prefixes/suffixes, monetary units & dictation
Practice on computer for speed typing
Objectives: At the end of this exercise you shall be able to
• type given passages
• accurately without looking at the keyboard.
Type the following in double line spacing with a
margin of 10 degrees

Type the following in double line spacing with a
margin of 10 degrees

A home library should not be a kind of public library on a
small scale, but something far more intimate. Some books
acquire for their owners a personal history, beginning
perhaps, with the way they were acquired and built up by
the occasions on which they have been used, the help
they have given, the people with whom they have been
shared. But you must not be too sentimental about your
books, especially in a small house. Not every book that
comes into the home may find a permanent place there.
Some should remain on the shelf of the child who selected
them. Many will be included in the general pool for a limited
time only, and then, when the youngest child has outgrown
them, pass out of the family. Yet some books the children
will never outgrow and agree to part with, and some you
may one day see your grandson or even your great grandson enjoying. But only experience will show you
which these will be. because they will be different in every
family.

By the time a child reaches the age of eight, State schools
assume that he should have mastered the basic
mechanics of reading, and he is moved up from the infant
school to the junior school Once he is there, formal
instruction in reading will normally cease. The junior
school, especially for the child who has really mastered
reading, is the great stage of discovery, of fast emergence
from the dependency of babyhood, of rapid physical and
mental growth. Almost daily the child seems to gain in
size, strength, comprehension and initiative. Almost before
you realise it, he ceases to be a liability in the home and
becomes an asset, managing to do things for himself, to
help the younger ones to do shopping and other useful
jobs. Use, appreciate and praise his services, for he learns
as he contributes.

Family favorites should always be retained, whether or
not they are classics. Indeed, if they are not, that in itself
may be a special argument for holding on to them. For
the classics are likely always to remain in print.
Nevertheless, getting rid of books when they have fulfilled
their purpose is almost as important as getting them in,
especially if your family includes many confirmed bookbuyers. Do not let the house become so congested with
unarranged books, or books that nobody still really wants,
that no one knows where to find anything.
If your house is not large and your resources are limited,
watch for the little books. Some of the smallest can be of
most value though least expensive. Books of identification
also often give particularly good service-books which help
children recognize trees, plants, flowers, birds, animals,
insects, shells, land formation, ships, aero planes, cars,
trains, styles of architecture, works of art and so forth.
These can add so much to the value and interest of outings
and holidays, and the small pocket-sized books that can
be taken with you are especially useful. It is also wise to
include books of action-books which tell children better
ways to do the things they like doing, or suggest and
guide them to new activities.

As his growing physical and mental powers fit him to
share in family excursions, as he becomes more
intelligently curious about life around him. It is not difficult
to see the many opportunities parents have for providing
a truly educational environment, a very mode of living and
thinking that supplements but never encroaches on or
duplicates the activities of school. And once again books
are their indispensable medium for making this
contribution, and keeping them in step with all that’s going
on. At junior school stage children still have the world
before them, with everything new, and it is not difficult to
please and instruct them. So this is the time to enlarge
their background knowledge.
Once they have grasped the idea, let them work out plans
for such family expeditions themselves, for this in itself
can be an exercise in reading and self-reliance. As one
headmistress wisely remarked, “Setting a child to look
up his own train time in a time-table, to telephone and
make a travel enquiry, is to give him reading practice and
a practical knowledge of books that he understands and
appreciates:” During junior school years a child should
not only become a wider, more adventurous, but a much
more rapid one, able now to manage full - length books
quite effortlessly. Indeed many children about this time
begin to with almost alarming speed through book keep
pace after book, so that satisfying their voracious appetites
is quite a problem.
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Travel, Tourism & Hospitality
Exercise 1.4.03
Secretarial Practice (English) - Prefixes/suffixes, monetary units & dictation
Practice of suffixes and their representative strokes
Objectives: At the end of this exercise you shall be able to
• write and read various suffixes (word endings)
• write suffixes in speed dictation
• make use of suffixes to increase speed in writing dictation.
TASK 1: Write outlines for the following words, verify them with the ‘key’, and practise them at least three lines
each
a

spying

watching

sparing

plastering

shining

schooling

b

grieving

smothering

sparingly

hesitatingly

rinsings

polity

c

principality

admissibility

unreality

dexterity

impossibility

potentiality

d

biological/ly

chronological/ly

encroachment

argument

enlistment

elemental

e

rudimental

detrimental

politely

fairly

keenly

spring

f

flagship

chairmanship

trusteeship

hardship

wardship

openly

g

cheerfulness

skillfulness

faithlessness

groundlessness

boilerplate

Key to TASK 1
a
b
c
d
e
f
g
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cabinboy

TASK 2: Decipher the following outlines and write correct words/phrases, verify them with the ‘key’ and
practise them, at least three lines each.

Key to TASK 2
1

weeping

deserting

wavering

assisting

shunting

occasioning

2

fielding

disputingly

bouncingly

etchings

windings

charity

3

technicality

futility

admiralty

adaptability

liability

ability

4

theological/ly

sociological

lament

pavement

enhancement

ornamental

5

regimental

experimental

badly

strongly

jointly

densely

6

finely

cheaply

censorship

battleship

clerkship

Doubtfulness

7

harmfulness

blissfulness

credulousness

listlessness

office boy

brother-in-law

TASK 3
Write the following passages in shorthand in your shorthand notebook, verify them with ‘key’ and practise the scripts, as
many times as you can.
a Messrs. Kannan & Company, Cochin. Dear Sirs, Having heard that-you-are looking for an enterprising agent for your
tracing papers and other goods, I-beg to offer-you my services. I have some exceedingly strong-connections in-theprinting and engineering businesses in-this locality, being well-known to majority of-the best firms, and-I-think-that
through my acquaintanceship I could readily introduce your specialities into-the firms to call upon. I-am regarded as
a man of considerable originality into the firms to-call-upon. I-am regarded as a man of considereable orignality in-my
ability, helpfulness, and-the standing I-have in-the district. Ofcourse, I should-be willing to-give-you a fidelity guarantee
of any amount (at-your expense), and-I-shall-be-glad to enter into an experimental arrangement with-you, if-you prefer
it. I-may add that I-have-been instrumental in introducing many novelties into this neighbourhood, and-I confidently
assert that I should-be just as successful with your-goods. I-shall-be happy to discuss terms with you. Awaiting yourkind reply; I-am, Yours faithfully,
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Key to TASK 3(a)

b Ladies-and-Gentlemen, I consider it a great honour to preside-over-the Silver Jubilee Celebrations of-the Industrial
Development Bank. I-have-been observing with great-working of-your Bank for a number-of-years. You have-been
helping the industrial units in a number-of ways. It-is a good thing for-such institutions to-help-the people in all possible
ways. In-my view, the Banks and-the other financial institutions like yours which-provide assistance to-the commercial
firms should-demand them to pass on-the benefits which they get from-you to-the public at large. As a matter of fact,
it-is-only with a view to help-the people, particularly those-who-are below-the poverty line, that-such institutions provide
credit and other facilities to-them. So, it-is their duty to help-the people.
The business institutions should realise that-the-loans given by financial institutions and Banks were from-the resources
of-the nation. Therefore, they should go by-the national standards in-the conduct of-their business activities. I hold-the view
that if-there-is one institution which-has contributed to industrial growth in-the-country in a large way, it-is-only your
instgituion. I-can say this without fear of contradiction.
In-this-connection, I-take-the-liberty of congratulating you on-the various steps you have-taken to help-the sick units. Today
we see a number-of industries becoming sick due to various reasons and many of-them have-been taken care of by-you.
The small industries should-consider you as their friend. With-these-words, I-wish-you more years of useful service in-thecause of industrial development in-this State.
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TASK 4
Transcribe and write the following script into longhand, verify with ‘key’, correct it and practise the script, as many times,
as you can.

Key to TASK 4
Dear-Sir, We-thank-you for-your-letter of-the 7th April, and we regret that, through some misunderstanding in-our postal
department, our letter of-the 9th February was sent by ordinary post and-not by airmail as was desired. Steps have-been
taken to ensure that no-such misunderstanding will occur in-the future.
We-note your acceptance of-our offer to publish-the work on commission subject to agreement between us as to-the copies
to-be printed in-the first edition, the production costs, and the price at which-the book is to-be published.
We-shall-be prepared to-give-you an estimate of production costs based on editions of 300, 400 and 500 copies
respectively, but naturally we-cannot do this until we-are-in receipt ofmanuscript.
We-note-that-you have instructed your agent in Mumbai to forward-the manuscript to us, and-we await its receipt with
interest. Perhaps you-will-be-good-enough to-give us-the name and address of-your agent so-that-we-may get in-touch
with-him in order to obviate further delay in-dealing-with-the-matter. For-instance, your previous instruction to-him to-send
us-the manuscript appears to have-been overlooked. Please accept our assurance that-the terms which-may ultimately
be arranged between us will-be confidential in-accordance with your desire. Yours faithfully,

150

Travel, Tourism & Hospitality: Secretarial Practice (English) - Exercise : 1.4.03

Copyright @ NIMI Not to be Republished

Travel, Tourism & Hospitality
Exercise 1.4.04
Secretarial Practice (English) - Prefixes/suffixes, monetary units & dictation
Practice on computer for speed typing
Objective: At the end of this exercise you shall be able to
• type the given passages accurately observing punctuation marks and leaving 10 degrees left margin.
Type the following in double line spacing with a
margin of 10 degrees

Type the following in double line spacing with a
margin of 10 degrees

One of the greatest mysteries of bird life is migration or
travelling. Every year, during autumn and early winters,
birds travel from their breeding haunts in the northern
regions of Asia, Europe and America to the southern,
warmer lands. They make the return journey again during
spring and early summer. They are very punctual too,
unless they are delayed by bad weather. We may
calculate almost to a day when we may expect our bird
friends to return, carrying winter on their backs. Some
species also move out of one area into another, not very
far away. All birds have a certain amount of local movement,
caused by the stresses of living and the variations in food
supply. This kind of movement is particularly noticeable
in North India where the seasons are well defined. Birds
which spend the summer in the higher reaches of
mountains come down during the winter to the lower foothills or even the plains.

An excursion, according to dictionary is a short journey,
especially one made by a number of people together for
pleasure. A school excursion is a journey undertaken by
a party of pupils and teachers for educational purposes.
It may be a short one or a long one. A trip to a local
factory, a nearly river or to a neighbouring farm, etc. are
examples for the first kind of excursion. In such cases, it
is called a field trip or a school outing. A field trip may
take only a few hours. It may be undertaken during school
hours. It may not involve much expense. A long excursion
may take 2 or 3 days or more and pupils may have to
cover a long distance by train or by bus or by boat - to
visit a distant dam or water falls, an interesting historical
or geographical spot. A long excursion may involve some
expenditure. It is generally undertaken during school
vacation.

This type is very common within India where the mighty
Himalayas lie close to the Indo-Gangetic plain. The brave
little voyagers face many dangers and hardships, while
travelling, long distances through the air over hill, forest
and plain and over large stretches of water. Sometimes
sudden storms arise and drive them far out of their course.
Often they are blown right out to sea and drown in the
wild waves. Then at night bright lights attract and confuse
the birds. Migrating birds do not fly at their fastest. The
migration speed is usually from 48 to 64 km an hour.

Both kinds of school excursions are helpful in many ways.
An excursion satisfies pupils ‘wander-lust (a desire to go
to places and see persons, things and processes) . It is
a pleasant change from routine work. In school
excursions, pupils feel free and they have a better contact
with the teachers. They come in contact with nature and
natural surroundings. They can appreciate, colour, shape,
etc. better than from a book. Excursion acts as a
supplement to book study. School excursions are helpful
to improve health. There is exercise for limbs. Pupils enjoy
pure air. These make them strong.

Small birds seldom exceed 48 km per hour; most shore
birds fly between 64 and 80 km per hour, while many
ducks travel from at 80 to 96. Migrants generally fly at
under 900 metres, but some travellers have been found
sometimes at greater heights. Some birds make the long
journey in easy stages, stopping to rest on the way.
Others fly great distances without pausing to rest and
feed. Some fly by day, some both by day and by night,
but most of them speed on their way through darkness
after the sun has set. Birds usually travel in flocks. This
‘V’-shaped formation of cranes and geese attract much
attention. Swallows, flycatchers, warblers, shore birds
and water-birds begin to gather in flocks-each with its
own kind.

Pupils know how to move with others, how to clear their
doubts, how to put questions and get knowledge.
Excursions widen one’s knowledge. Thus school
excursions are helpful physically, socially and
educationally. Exhibition, according to dictionary, is a
collection of things shown publicly, especially of works of
art and craft. A school exhibition is collection of things
produced at school. They are craft productions, garden
produce, literary productions etc. These things are shown
to the members of the public and to the school children.
It also shows interesting school activities. It may show
teachers’, productions too in a separate corner. A school
exhibition may be held as part of School Anniversary or
local function or it may be held as a separate project.
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Travel, Tourism & Hospitality
Exercise 1.4.05
Secretarial Practice (English) - Prefixes/suffixes, monetary units & dictation
Monetary units and round figures and using them in sentences
Objective: At the end of this exercise you shall be able to
• represent monetary units and round figures in shorthand.
Figures
Figures in shorthand are represented in the following way. The figures one to seven and nine are represented by
shorthand outlines, when standing alone. Other numbers, except round numbers are represented by the ordinary Arabic
numerals.
Figure

Represented by

1

Figure

Represented by

700

..........
...........

2

................

700

3

................

Thousand/thousandth

4

............

5,000

5

5

............

£ 2,000

2

6

............

300,000

.........

7

.............

Million

...........

8

8

4,000,000

...........

9

...........

200,000,000

..........

10

10

Billion

..............

11

11

Two billions

..............

12

12

Dollar

............

13

13

Two billion dollars

14

14

Rupees

...........

15

15

Lakh-s

...............

20

20

Crore-s

...............

100 (hundred) or
hundredth

................

Rs.200

...............

percent

..........

Rs.Twenty lakhs

...............

23.5 percent

23.5

Rs.Thirty crores

................
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TASK 1: Write in shorthand. Verify with the key & practise
a The cost of the item is rupees one each.
b There are five seats available in addition to nine already booked.
c The capacity of the hall is seven hundred people at a time.
d The company employs more than three thousand persons in one shift.
e Rupees fifteen lakhs has been paid as cost of items for relief work.
f

The population of India crossed one hundred thirty crores.

g India’s import bill has crossed five billion dollars.
h The country got good rainfall during two thousand sixteen - two thousand seventeen
Key to TASK 5
a
b
c
d
e
f
g
h
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TASK 2
Write the following passages in shorthand in your

names were unknown to -the world around them? And

shorthand notebook, verify them with ‘key’ and practise

herein lies the secret of England’s superior wealth,

the scripts, as many times as you can.

whereof-these figures offer such convincing proof? Herein,

Very - much more interest may be derived from - the study
of figures, such as - the Board of Trade Returns, than at
first sight appears likely. It does not require a very great
effort of imagination to suppose that behind these figures
there - may-be stories of self- denial. suffering and misery.
undreamt of by-the thoughtless reader. Lord Russell of
Killowen produced in 1898 facts and figures to prove that

surely, is food for profitable reflection, and hereon might
be based many interesting discourses wherewith
thoughtful men would - be both edified and instructed, or
again who can fail to be both interested and amused atthe statement of the Registrar of Limited Companies, that,
in 1891, a company was registered with a nominal capital
of £10,000 divided into 9,600,000 shares of 1/4d each,

in seven years £ 28,000,000 had been lost in company

and that - the total subscribed capital was 1 3/4 d? The

liquidation, and that of this amount £ 20,000,000 had been

Act of 1862 requires that at least seven shares shall be

lost by share holders and over £ 7,000,000 by creditors.

subscribed, and is - it not interesting to see how

Is it unreasonable to suppose that- these great -losses
were- the immediate cause of much suffering and hardship
that - the outside world never heard of? Or, take- the
statement that in 1894 the capital invested in limited
companies in this country alone amounted to more than

£1,000,000,000, being £315,000,000 more than was
invested in- the companies of France and Germany
combined. Is -it not likely that a large part of- this
enormous sum represented the fruit of care, industry, and
perseverance on- the part of- many men-and-women whose

154

scrupulously the strict letter of the law was complied with?
Further, cheques and bills of exchange amounting to not
less than £ 20,000,000 and often exceeding £ 40,000,000
pass through the London Banker’s Clearing House every
day. What labour of brain and muscle is represented by
these figures. To what distant parts of the earth will the
fruits of that labour be forwarded! This is an enormous
sum. What an amount of good might be done therewith,
whereat thousands would rejoice , and whereof the world
might feel proud!
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TASK 3: Transcribe and write the following script into longhand, verify with 'key', correct it and practise the
script, as many times, as you can.

156
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Verify your transcribed passage with this ‘key’, and practise the script, as many times as you can.
On last Friday, I laid on- the table of the House, the

The introduction of the Direct Taxes Code and the proposed

Economic Survey 2010-2011, which gives a detailed

Goods and Services Tax will mark a watershed. These

analysis of the economic situation of the country over

reforms will result in moderation of rates, simplification of

the past 12 months. The Gross Domestic product of India

laws and better compliance. Among the other steps that

is estimated to have grown at 8.6 percent in 2010-11 in

are being taken for the introduction of GST is the

real terms. In 2010-11 agriculture is estimated to have

establishment of a strong IT infrastructure. The

grown at 5.4 percent, Industry at 8.1 percent and services

Government’s programme to broad base the ownership of

at 9.6 percent. All three sectors are contributing to the

Central Public-Sector Undertakings has received an

consolidation of growth.

overwhelming response. The six public issues in the

Our principal concern this year has been the continued
high food prices. Inflation surfaced in two distinct
episodes. Despite improvement in the availability of most
food times, consumers were denied the benefit of seasonal
fall in prices normally seen in winter months. The
developments of India’s external sector in the current year
have been encouraging. Even as the recovery in developed
countries is gradually taking root, out trade performance
has improved. Exports have grown at 29.4 percent to reach
$184.6 billion, while imports at $273.6 billion have
recorded a growth of 17.6 percent during April-January
2010-11, over the corresponding period last year.

current financial year have attracted around 50 lakh retail
investors. As against a target of Rs.40,000 crore, the
Government will raise about Rs.22,144 crore from
disinvestment in 2010-11. A higher than anticipated
realization in non tax revenues has led us to reschedule
some of the disinvestment issues planned for the current
year. I intend to maintain the momentum on disinvestment
in 2011-2012 by raising Rs.40,000 crore. Let me reiterate
here that the Government is committed to retain at least
51 percent ownership and management control of the
CPSUs, as stated earlier in my Budget speech for 20092010.
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Travel, Tourism & Hospitality
Exercise 1.4.06
Secretarial Practice (English) - Prefixes/suffixes, monetary units & dictation
Contractions-formation and uses-essential vowels-dictation of passages
Objective: At the end of this exercise you shall be able to
• differentiate between contractions and their derivatives
• use contractions and increase your speed of taking SH notes.
TASK 1: Form and use contractions and increase your speed of taking SH notes
a. advertise
b. character
c. commercial
d. certify
e. subscribe
f. substantial
g. discharge
h. enthusiasm
i. establish

k. familiar
l. appointment
m. abandon
n. danger
o. entertainment
p. monstrous
q. administrator
r. universal

j. electric
Key to TASK 1
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TASK 2: Write the following words in shorthand. Insert vowels (essential vowels) where necessary
a. anomaly
b. humanly

j. adopt

c. innovation

k. auditor

d. accept

l. obsolete

e. opposite

m. effect

f. emotion

n. latitude

g. invasion

o. enemy

h. exaltation

p. name

i. amusing
Key to TASK 2
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TASK 3: Take down dictation and read back
Apart from agriculture, we should be unable to produce sufficient to sustain the simplest life, and we should perish. By
means of exchange and the co-operation it brings about, we are enabled to produce enough to satisfy a very complex life.
We go to the market with our goods, perishable or imperishable. Our goods may not be embodied in commodities that
can be weighed or measured, they may be and usually are merely proffered services for the permanent or temporary
accommodation of others - or whether we have visible and tangible commodities - pairs of boots, or pounds of bacon, or
attractive ties, or succulent fruits - makes no difference. It is our supply, and this is the course to pursue if we would be
a seller of what we have. In our minds we attach a minimum price to it, what the auctioneer calls a reserve price. Unless
we get that price we shall withdraw from the market, and no briber can bribe us to sell at a figure below that price.
Key to TASK 3

TASK 4: Write in longhand
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Key to TASK 4
Truly "A fool and his money are easily parted". We should-not attach too much importance to a scheme because it is
introduced with a flourish of fair words, nor should we touch any speculative affair without first subjecting it to an accurate
examination. If we only examine the annual returns of failures and analyse their causes, we should find that many are
attributable to an utter absence of judgment in the conduct of business and an over confidence in the nicety of others.
TASK 5

Key to TASK 5
We have been endowed with mental faculties far and away above those with which the lower animals are endued in order
that we may protect ourselves from our enemies, and may add to our happiness. It is fact, however, that such is the effect
of persuasion upon some persons of weak will that they become as mere wax in the hands of those who would lure them
to ruin. With such people it seems only necessary for a fluent rogue to advance an alluring prospect of an affluent position
at little cost, and they fall at once without a defence into the trap set for them. Is not this the secret of almost every
successful fraud we have heard or read of in any nation ?
TASK 6: Take down dictation of the following passage and read back
What men have found convenient to do what has conduced to the smooth working of buying and selling has been adopted
and made effective and few seek to avoid their obligations. The merchants enjoyed special privileges and were subject to
special duties and their usages were binding only upon them. These usages were a body of customs by which trade was
facilitated and they were more firmly established as time passed. Recognized as binding by the merchants this body of
customs was gradually incorporated into the law that everyone, whether merchant or farmer, factor or agent, is constrained to observe. Such law is, as was declared by a judge of a case in 1975 "neither more nor less than the usages
of merchants and traders. They have been ratified by the decision of courts of law which upon such usage being proved
before them, have adopted them as settled law". In the present tendency to consolidate the law, most of the usages are
contained in the Sales of Goods Act of 1993.
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Exercise 1.4.07
Secretarial Practice (English) - Prefixes/suffixes, monetary units & dictation
Developing sentences following rules of shorthand and speed typing on
computer
Objective: At the end of this exercise you shall be able to
• take down dictation of passages using the principles of shorthand.
TASK 1: Take down dictation adn transcribe into longhand, verify with key and practise
We are much obliged for your letter and estimate for the elastic web. But surely there must be some mistake in your
figures. Please refer to your last letter to us, dated 26th October, in which you gave us a distinctly better price.
Manifestly, the postponement of the order for a week cannot possibly have made so great a difference in the price. We
realize that the web is the best finish, as it is most important it should be, but you must try to improve upon your
estimate, or you cannot hope to receive the order. You must be estimating, we think, on the assumption that the web is
to be silk finished. That is not so, as you will see on referring to our last letter. If there is to be a resumption of business
between us, your estimate will have to be reconsidered. All we ask for is a web with the best finish, but silk, and of
tasteful design. What can you offer to tempt us to pass the order to you?
Key

...........................................................................................................................................................................
..........................................................................................................................................................................
...........................................................................................................................................................................
..........................................................................................................................................................................
...........................................................................................................................................................................
..........................................................................................................................................................................
...........................................................................................................................................................................
..........................................................................................................................................................................
...........................................................................................................................................................................
..........................................................................................................................................................................
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Exercise 1.5.01
Secretarial Practice (English) - Proficiency in note-taking and transcription
on computer
Practice of simple letter writing in shorthand and note-taking techniques
Objectives: At the end of this exercise you shall be able to
• know the different formats of letter writing
• take the dictation of the following letters/correspondence in the prescribed format
• transcribe them in the required format
• mark the mistakes and correct them in subsequent dictations till accuracy is achieved.
Exercise 1
SIMPLE PERSONAL LETTER
C4/34, Jankpuri,

Date:

New Delhi- 110058
My Dear Dolly,
I am very sorry to learn form your uncle that you have failed in the XII examination this year by a few marks.
Your failure comes to me as a surprise. I was sure that you would get very good marks as you were good in all
subjects. How callous these examiners are! However, it is due to bad luck.
year.

I would advise you not to lose heart and try to work hard again. I am sure you will come with flying colours this

With deepest sympathy,
Yours affectionately,
Daya Shah
Miss Kusum Dolly
F/232, Model Town,
Lucknow (U.P.)
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Exercise 2
INDENTED STYLE
SHORTHAND WRITERS' ASSOCIATION OF KARNATAKA

Dated 8.6.2014

District Offices Compound, Banglore-9

To

Dr. G. D. Bist, M.. A. , Ph. D.
Sr. Parliamentary Reporter,
(Rajya Sabha),
66 / C4B, Janakpuri,
New Delhi-110058.

Dear Dr. Bist ,
I am very happy to inform you that the Organizing Committee of the Centenary Celebrations of "Pitman's
Shorthand: Entry into India" at its meeting held on 10.05.2014 has unanimously resolved that your good self be honoured
on this occasion as you are the first Indian to obtain a Doctorate Degree in Shorthand in India.
I on my own behalf and on behalf of the Organizing Committee, request you kindly to convey your acceptance
for the honour and be present at the Inaugural Function on 05.07.2014 at 9.30 a. m. at N. R. Colony, Srirama Mandira,
Bangalore. Invitation for the function alongwith the detailed programme will be sent to you later.
Thanking you in anticipation for a line in reply and with best regards,
Yours sincerely,
Chairman.
Org. Committee, SWAK
Exercise 3
INDENTED STYLE
To
The Manager,

5, Market Road,

Shorthand House

Agra-3.

66 / C4B, Janakpuri,
New Delhi-58.

5th August, 2013

Dear Sir,
Please send five copies of SIMPLE SHORTHAND (English) by VPP immediately and also send your Catalogue of Hindi
and English Shorthand and Typewriting books.
Thanking you,
Yours faithfully,
(Mohan Dass)
P. S.:

An amount of Rs.20 / - has been sent
through M. O. Please allow maximum discount.
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Exercise 4
BLOCKED STYLE
BOOK WORLD
(Publishers & Booksellers)
T. T. Nagar,
Bhopal ( M. P.)
Dated 14.5.2013
M/S. Shorthand House
66 / C4B, Janakpuri,
New Delhi-110058.
Dear Sir,
Please send us ten copies of the Ph. D. Research Thesis in Stenography entitled "A HISTORICAL LINGUISTIC
AND COMPARATIVES STUDY OF STENOGRAPHY" by V. P. P. A Bank Draft for Rs. 250/- is enclosed herewith towards
Advance.
Please also send us your Catalogue of Shorthand / Typewriting Books in Hindi and English along with the tradeterms so that we may be able to send you a bulk order.
Thanking you and awaiting the delivery of books ordered for
Yours faithfully,
for Books World,
Manager.
Exercise 5
SEMI-INDENTED STYLE
SHORTHAND HOUSE
(Publishers & Booksellers)
66 / C4B, Janakpuri,
New Delhi-110058.
Dated 20th February 2012
M/S Janta Book Depot,
Salem,
Chhapra. (Bihar)
Dear Sir,
Thank you for your order dated 14th February 89 regarding the supply of Hindi and English Shorthand books.
The books have been sent by Regd. Packet and the bill is enclosed herewith for immediate payment. The
special discount of 25% has been given you on this Order with the facility of free postage.
We hope you will send the Bank Draft immediately and will also send us your order for our new publications, the
catalogue of which has been sent with the Book packet.
Thanking you and assuring you of our best attention at all times,
Your faithfully,
for SHORTHAND HOUSE,
Manager.
Encl : Bill No. 705 for Rs.300 /-
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Exercise 6
ADVERTISEMENT
WANTE D
The following officers/workers for a Tissue Paper Mill at Jalgaon (Maharashtra) :
1 Electrical Engineer: B. E. Degree having 6/7 years experience in D. C.; Thyristor drive and maintenance of various
electrical equipments.
2 Operators: Must have Minimum 6 years experience in running of reminder, Cutter, Stock Preparation and Paper
Machine, etc.
3 Shift Incharge: B. Sc./Diploma in paper technology having 5 years experience in the field.
Apply within 10 days giving full Bio-data, Salary, etc. drawn and expected, to:
Post Box No. 1112,
Jalagaon. (Maharashtra)
Exercise 7
SIMPLE OFFICIAL LETTER
No....................................................
UNION PUBLIC SERVICE COMMISSION
(SANG LOK SEVA AYOG)
Dhopur House,
New Delhi-110011.
Dated 15.08.2013
To
Dr. G.D. Bist,
Ex.Senior Parliamentary Reporter,
Rajya Sabha,
New Delhi.
Subject: Stenographers' Examination, 2013
Sir,

I am directed to refer to your letter dated 2nd July 2012 on the subject mentioned above and to say that the
Stenographers’ Examination is conducted by the Commission strictly in accordance with the Rules as notified by the
Dept. of Personnel and Training. (Copy enclosed)
Yours faithfully,
Sd/- (Y.S Paul)
Under Secretary.
Encl: Copy of Rules
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Exercise 8
CIRCULAR LETTER
OPEN SCHOOL
CENTRAL BOARD OF SECONDARY EDUCATION,
39, COMMUNITY CENTRE
WAZAIRPUR INDUSTRIAL AREA, RING ROAD,
DELHI -110052
Dated : ......................
File No. .........................
Dear Student,
I am glad to send herewith your admission card for Secondary School Examination of Open School, November,
2013. The examination will commence from 8th November, 2013. A copy of the date sheet indicating dates and time of
commencement of papers of different subjects is also enclosed. You are advised to reach the examination centre
indicated in the admission cad on the scheduled date and time of your papers. Please carry with you your admission
card to the examination hall as it may be required by the Centre Superintendent or Invigilator to verify your identity.
I wish you a great success in the examination.
Yours sincerely,
SUPERINTENDENT
All the students of
Open School appearing
In November' 2013 Exam.
Encl : as above
Exercise 9
D. O. LETTER
D. O. No. .........................................
P. Mohan,
Secretary,
CABINET SECRETARIAT,
GOVERNMENT OF INDIA,
126, Udyog Bhavan, New Delhi-11.
Dated : .......................
Dear Dr. Bist,
Thank you very much for your kind letter dated 23rd July, 2013 which found me today. I am very happy to note the
interest you have evinced in properly commemorating the Jawaharlal Nehru Centenary. I may state that ideas in regard
to commemorating the Centenary of this great man are welcome from everyone including Members of the public and are
not necessarily to be confined to those emanating from the distinguished Members of the National Committee. These
ideas will be given the same consideration as those of the others. As such, I would be grateful if you could send me a
note as to what your concept is about Pt.Jawaharlal Nehru's signal contributions towards the effective functioning of
Parliamentary institutions and his standing as a defender of democratic institutions. I look forward to hearing from you
soon.
With regards,
Yours sincerely,
(P. Mohan)
Dr.G. D. Bist,
66 / C4B, Janakpuri,
New Delhi-110058
168
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Exercise 10
OFFICE MEMORANDUM
No. .......................................
GOVERNMENT OF INDIA
MINISTRY OF HOME AFFAIRS
Dated :...........................
OFFICE MEMORANDUM
SUBJECT: HOLIDAY ON SECOND SATURDAY
The question of a Saturday being closed was under the consideration of the Govt. of India. In order to give more
facilities to the Central Govt. employees, it has been decided to observe the Second Saturday as closed Holiday.
Sd .................
Under Secy. to the Govt. of India
To
All Ministries / Depts. / C & AG / UPSC for information.
Exercise 11
NOTIFICATION
TO BE PUBLISHED IN THE GAZETTE OF INDIA,
PART III, SECTION 2.
GOVERNMENT OF INDIA
(Bharat Sarkar)
MINISTRY OF INDUSTRIAL DEVELOPMENT
New Delhi, Dated.....................
NOTIFICATION
Shri G. D. Gupta, Under Secretary in the Department of Industry is appointed as Deputy Secretary in that Department,
w.e.f................ in the vacancy caused by the death of
Shri ........................, Deputy Secretary.
X. Y. Z.
Joint Secy. to the Govt. of India
To
The Manager,
Govt. of India Press,
New Delhi.
Copy to:
(1) Shri G. D. Gupta, U. S.
(2) P. A. O. / All Sections concerned
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Exercise 12
UNOFFICIAL (U. O.) NOTE
MINISTRY OF TRANSPORT
Subject: Space for Tourism OFFICE IN Abramabad
The Ministry of Transport has decided to open a Tourism Office in Abramabad for which no government building
is available. The Director of Tourism has decided to hire a private building measuring 5000 sq.yds. @ Rs.2,50,000/- a
month. Before a final decision is taken, the Ministry of Works & Housing is requested to examine the proposal. Details
of the building, sizes of the rooms, etc. are enclosed with the letter of the Director of Tourism.
Sd/-...................
(NAME)
Under Secretary
Ministry of Works & Housing (Renting Section)
Min. of Transport U. O. No. 225, dated ...............
Exercise 13
OFFICE ORDER
(Office Order)
No.....................
Government of India
Ministry of Home Affairs
Dated..........
Shri............, Section Officer, is posted in Section IV (Secret) on his return from Earned Leave.

No..................

Sd/ Under Secretary

Copy to:
(1) All Sections
(2) Shri..............., Section Officer
(3) Accounts Section
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Exercise 1.5.02
Secretarial Practice (English) - Proficiency in note-taking and transcription
on computer
Practice on computer for speed typing
Objective: At the end of this exercise you shall be able to
• type passages accurately observing punctuation marks.
Type the following in double line spacing with a
margin of 10 degrees
Self-confidence, as we have seen, is the source of strength
and the secret of success. We have, therefore, been
examining at some length how one could acquire selfconfidence and continuously increase it, initially by
conscious efforts and thereafter as a matter of routine.
We also saw that inferiority complex is the chief enemy
of self-confidence. The complex saps one’s energy,
creates serious doubts about one’s strength and capacity
and renders one diffident, cautious, backward and inactive.
Unless one overcomes his or her inferiority complex, it
will not be possible to acquire self-confidence. We have,

many cases, by comparing our ability, gifts, talents and
lot with others who are very much better off than ourselves.
You find the other individual is an excellent orator. He
really speaks well and sways the audience. He bags the
prizes in all the oratorical contests. You compare yourself
with this outstanding individual and think that you do not
have any ability to talk. You fail to realize that not having
the maximum possible ability is one thing and having
average or normal ability is one thing. On the other hand,
by comparing and contrasting yourself only with those
who are better, you unconsciously allow the inferiority
complex to creep up over you.

therefore, exhaustively considered the factors that

Type the following in double line spacing with a

contribute or cause inferiority complex to develop on the

margin of 10 degrees

part of an individual.

The school teachers I read with in my school were all

Next, we have been studying the different ways to get

good and learned men. But I liked Mr. M. Sen, our ex-

over the complex. In this installment we may further study

headmaster, the best. He was not an India-famous person,

a few practical methods for rooting out the complex and

but those who have the fortune to come in contact with

thus building up confidence, hope and optimism. As we

him know what a noble character he possessed. He had

have repeatedly said and reiterated again and again, it is

dedicated his life to the service of the humanity. He stood

most certainly and definitely possible to get over inferiority

first in the Matriculation Examination, first in the

complex, no matter how old or deep-rooted it is. All you

intermediate Examinations, got a good first class in B.A

need to master it, is a keen desire to do so and the faith

and again got a first class M.A degree in English. After

or positive attitude that you can accomplish it. When we

he passed the M.A examination he was offered a fat-

analysed the nature, cause and growth of inferiority

salaried post in a Govt. department. He refused the offer.

complex, we saw that it revolves around our fear of the

He was also offered a lecturership in English in a renowned

criticism, disapproval and judgement of other people. Next

college. This offer also was refused. He would prefer a

we found that this fear is merely a thing of our imagination.

humble School teacher’s job to any other job. ‘Man

Other people are all the time worried about themselves

making’ was the mission of his life.

and not about others. We also develop the complex in
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I still remember the day my father took me to the school

lead to violence. The causes of intermediate provocation,

and introduced me to the Headmaster. The Headmaster

however, are often minor in nature restrictions being looked

asked me in a gentle voice to take a seat. He then asked

upon as reasonable, disciplinary action being regarded

me my name and what my father was. He also asked me

as too harsh, missing or lodging arrangements being

if I would feel ill at ease if the lectures were given in

unsatisfactory, question papers being stiff, etc. Whatever

Bengali. He asked me this question because I was from

may be the causes of immediate provocation, they often

a missionary school where the medium of instruction was

end in demands for a bigger voice in running the affairs of

English. He then took me to class V and introduced me

the institutions concerned. Are these demands mere

to the class teacher and the students. His paternal and

tantrums being thrown up by a generation which is spoiled

affectionate behaviour on that day still haunts my mind.

by prosperity and permissiveness or lacking a sense of

In the upper classes he would take English. But his

purpose and direction?

knowledge was not confined to one particular subject,
and his versatility was amazing.

True, the protests of the students are many a time more
critical than constructive, sometimes not motivated by

He was apt in politics, literature, religion, our early

any sense of high purpose. Still, the problem is more

civilization, and what not. At his leisure he was always

complex than all this and over-simplification may lead us

found deeply absorbed in books. He always studied us.

towards a wrong direction. Students may be liable to be

He observed our reaction to classroom life, to the problem

charged with being ignorant of the right course, but they

of school-work, to distractions and to discipline. He knew

certainly know what they do not want. They may not be

the different ways in which different pupils might be treated.

driven by the impulse of reform of education or educational

He could stir up the spirit of wonder and curiosity in us.

institutions but even then the facts remain that there are

He set us to find out things for ourselves. “Life is a quest,

some inexorable compulsions which drive them to protest

or it is nothing”, he would say. As the headmaster of the

against a system, a system which has become obsolete

school he was a great administrator. He was very strict in

in more than one respect.

his supervision. He would not allow us to be shabby and
dirty. When a boy looked pale and thin, he would make
enquiries.

This protest is certainly an expression of impatience with
the existing order of things. Till now, Universities have
been looked upon as centers preparing students to enter

Type the following in double line spacing with a
margin of 10 degrees
The question of student participation in the administration
of educational institutions has almost assumed a militant
character. In the industrially advanced nations of the world
students are clamouring for a definite voice in decisionmaking on campuses. They back this demand often with
strikes, slogan-raising and demonstrations. These often

respectable careers. Even that particular function they
have failed to fulfil. A degree, these days, is hardly a
passport to employment. Not even one tenth of the
products of educational institutions can find a job these
days. The students are naturally anxious to secure a
definite change in the system. This is what which mainly
gives rise to the desires for a voice in the administration
of Universities. Secondly, corruption reigns supreme
whether in social life or educational institutions.
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Type the following in double line spacing with a margin of 10 degrees
Over the last 15 years, prices have been continuously

about 45 percent of its income on food while the working

rising in India. The people affected most by this

classes spend about 60% and some other categories

phenomenon, described by economists as inflation, are

even 90 to 95 percent. When the general price level

the fixed income groups. Among these are the middle

increases in a poor country, the food prices increase much

classes which are considered to be the backbone of any

more, and therefore, even a small increase in the general

democracy. Other categories which have suffered most

price level causes a great deal of distress to people in

by inflation are the urban poor and the land -less labour. It

under developed countries.

is argued by some that inflation is not peculiar to India
but is a world-wide phenomenon. The statement as such
is true, but a meaningful study shows that the damage
caused by rising prices is much more in India than
elsewhere. In the first place, the increase in the price
level is very high in India. The world price level has
increased, in the last eight years, by about 20 percent.
During the same period in India it has gone up by as
much as 3 1/2 times the world price level.

The other important consideration is that the cost of living
is really not indicated by the increase in the general price
level. While the price level may have risen by 6 percent a
year, the cost of living may have gone up much higher.
The extent to which prices have risen in India is shown by
one of the numerous distortions in the economy, viz., the
shortage of coins. Prices have risen so much over the
years that the metallic content of some coins is today
much more than their face value. Unscrupulous persons

Another important consideration is that even a 1%

started melting these coins, and a shortage has resulted.

increase in prices causes more distress to Indian people

Why do prices rise? Inflation is like fever in the human

than, say, a 5% increase in affluent countries. The reason

body.

is the limited capacity of the Indian people to absorb the
impact of high prices. Most people in India spend the
bulk of their income on food. A middle class family spends
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Exercise 1.5.03
Secretarial Practice (English) - Proficiency in note-taking and transcription
on computer
Practice of transcription and note-taking techniques
Objectives: At the end of the exercise you shall be able to
• practise taking dictation for a longer time
• increase retentiveness
• mark the wrong shorthand outlines and practise them correctly.
TASK 1: Take down the following passages in SH and transcribe into longhand using computer. Compare with
the key and practise
Dictation 1 (Practice typing on computer)
Madam, I draw the attention of the Government to an alarming Press report appearing in a section of the Press/ that
the Textile Ministry has recently decided to abolish the
stautory minimum price for raw jute from the next season.// Madam, there is a difference between the statutory
minimum price and the minimum price. If a statutory minimum price is /// announced, there is an obligation on the
part of the Government to enforce that price, but if a minimum price (1) is announced, there is no such obligation.
Government, it seems, has come to the conclusion that
there is no necessity / to enforce a statutory minimum

dia purchasing a part of the crop and the Government taking some steps, the 40 lakh// jute growers of Eastern India could not be protected. There is distress sale on a
very large scale. In a /// situation like this, if the enactment of statutory minimum price for raw jute is withdrawn,
it means there will be (3) no marketing operations by the
Government, Government will be under no obligation to
protect the jute growers. The Jute Corportion / of India will
not be purchasing jute to push up its price. it means that
the jute growers will be left // absolutely to the sweet will
of the hungry wolves who now constitute the jute industry of our State and /// of this country.

price for raw jute which is an important crop in the East-

As you know, jute industry is the most delinquent indus-

ern region of the // country.

try. It had offended the law, had not (4) paid the statuory

This year the price for raw jute was a little better because
the market had looked and up and there /// were certain
ominous developments in Bangladesh economy. There
was also boosting up of international demand.
Madam, you must remember, (2) that over the last several
years, the price of raw jute in the open market had declined enormously. Even after/ the Jute Corporation of In-

payments,and had even retrenched, on a very large scale
the workers of this country. Therefore if/ there is no obligation on the part of the Goverment to purchase raw jute if
the market price goes down// to statutory minimum, it
means that there is not going to be any marketing operation, there is not going to /// be any jute purchase by the
Jute Corporation of India and there is not going to be any
State intervention.

Find out the new words/phrases for shorthand outlines
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Dictation 2
Madam Deputy Chairman, I wish to draw your attention

Before the // nationalisation, the Cycle Corporation of In-

and through you the attention of the Government to a se-

dia was under the charge of the Central Government. It

rious / news which came out in the press on 18th March

was then under the Industrial /// Reconstruction Corpora-

in the Calcuta edition of the Economic Times. It says //

tion of India. For these long years the Government did not

that the Cycle Corporation and the National Bicycle Cor-

take any action. I know, workers had entered (3) into an

poration of India Limited may close down .

agreement with the company to produce 1000 cycles per
day. But in 1975 under the / cover of emergency and the

These two companies have their /// factories located in
West Bengal and in Mumbai. Not only are these two corporations to be closed down, but according (1) to that
press report, there are five companies, public sector companies which are proposed to be closed down.
Madam, what / is the policy of the Government? As we
come across from the report, some months ago, about
three years ago, // a group of Ministers had decided that it
would be necessary to wind up some of the perennially
losing public /// sector enterprises. What is meant by this
perennially losing public /// sector enterprises?
Since the take-over of the Cycle Corporation of India Limited,(2) the Goverment did not apply its mind to rehabilitate these industries to cure it of its sickness against
those who / are responsible for its sickness, those who

terror that was let loose in West Bengal, the trade union
was suppressed, and an // agreement to produce 2000
cycles was clamped on the workers. Some workers had
voluntarily retired.Even after these 12 /// years, a decade
almost has passed by, but no action has been taken by
the Government to improve this situation (4) The workers
are faced with losing their jobs.
How does the mind of the Goverment act? As we have
seen,/ a part of the company was transferred to Hindustan
Cables Limited without entering into any deed of transfer,
without entering // into any agreement on what the price
will be, what the cost will be of that transfer.
What I say, /// is that this proposal should be abandoned.
The factories proposed to be privatised should be kept in
the public sector.

were the private owners, the Government did not take any
action.
Find out the new words/phrases for shorthand outlines

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
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Dictation 3
Madam, I thank you for giving me this opportunity to draw

ists. We have got pictures published regarding this issue.

the attention of the House to a matter of/ grave concern.

No cognizance has been taken /// of that. Here the police

Newspapers have reported that there was a rocket attack

have been attacked by a weapon system beyond their

on the Central Reserve Police Force in Punjab. It // is a

reach or comprehension. This is not (3) fair. It is not just

sad thing that we have come to terms with violence.

that Members of Parliament sit here and pass bills.
This has a direct bearing on / the security force, people

I would like the Government to examine what /// was the

who are on the spot and who have to come to terms with

cause for this? What is a rocket attack on the Central

them and face // them. How are our security forces

Reserve Police Force? We must take cognizance (1) of

equipped? Are we equipping our security forces with simi-

this. This means that there is an upgradation in the kind

lar weapon systems? Are they having /// that range and

of weapon system the terrorists have available to / them

reach with their weapons? No. The terrorists have it, so

today. What was the Government doing regarding this and

these things give rise to other questions (4) like the fol-

the implication it has towards Parliament, the people of

lowing.

this // country and particularly the people of the State.
Where are thes arms coming from? Has the Government
We have repeatedly known that there are weapon systems flowing into the /// State and the Government did

an answer for this? Are they making an / effort to learn
about it? Will they be able to answer this House about it?

not do anything about it. Pictures have been published in
newspapers with terrorists having in (2) their hands weap-

Secondly, what action is the // Government taking to stop

ons like AK-47 machine-guns. Government did not do any-

the inflow of these weapons? Do they have any system

thing about it. The Home Minister / did not make a state-

by which they are going to /// buy them?

ment on the floor of the House or give an answer or explanation as to how // these are made available to the terror-

What is disturbing is that this House had to empower the
Government with Article 249.
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Dictation 4
Madam, the Sports Ministry has recently issued certain

ciation. Another member nominated by the Sports Minis-

guidelines to the National Federations. Most of these

try. So in a committee of 5 or 6 only one member is (3) the

guidelines are good and / positive and some need review.

national coach - again,who has been there from the Na-

For various schemes for coaching camps for natioal meets

tional Federation .How can this position be accepted by /

the Government is giving not Rs // 10,000 as before but

the National Federation? I think there is a need for dia-

Rs.50,000. It is good. All the international meets organised

logue between the Federation and the Government.The

by the Sports Federations /// are going to be well funded.

Government of India // has been kind enough, the Prime

Formerly, the Goverment was giving Rs 1 lakh. Now they

Minister is kind enough, to increase the budget for sports

are giving Rs 5 (1) lakhs.These are all very good steps.

manifold.

But, what surprised me is the selection of teams. This
definitely is the / responsibility of the National Federation. Yes, the Government is giving money for various
coaching camps and also the Federation. But, unfortunately, what the guidelines /// are doing, as far as the
selection of team is concerned, is that in the entire selection committee they propose(2) to have only one member of the Federation. Only the President of the Federation will be on the selection committee.Who / are the
other members ? One will be the representative of the
Government coming from Arjuna Award winners. One will
be chosen by the Government from the Olympic/// Asso-

I think the Government and /// the National Federation
have a duty to see how this money is spent. I think it is
very exciting (4) time. But out of 5 or 6 members, only
one will be from the National Federation. There must be a
dialogue. There is need for the government to invite suggestions of the National Federation. They asked for the
suggestions of the National Federations, but // after that
the Sports Ministry has unilaterally, issued guidelines
without consulting the National Federation. I think this is
not in /// the interest of sports. There is need to review the
selection of teams for coaching camps in consultation
with them.
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Dictation 5
Madam Deputy Chairman, at the outset, I would like to

successfully and to introduce new programmes for the //

thank our Finance Minister, Shri Tiwari for submitting a

welfare of the country. The methods adopted by the Gov-

Budget / which is more “rural oriented”, more “growth

ernment are quite unwarranted and irking.

oriented” and more “people oriented” than the Budget
submitted by our Prime Minister //last year. These concessions, measures and programmes do not amount to
say that the Ministry of Finance have been abreast ///
with the situation and aware of the needs of the nation. As
rightly commented by one economist, Mr. Tiwari’s maiden
(1) Budget is a good exercise in public relations but not
so good in public finance.

It shows that it has /// no confidence in the Parliament .
Contrary to our expectations, our Finance Minister has
submitted an astronomically deficit Budget. As far (3) as
the States are concerned, they have no right to print currency notes. A State which submits a deficit Budget / ultimately is compelled to overcome the deficit by right
means. But in the case of the Centre since it has // a right
to print the notes the deficit Budget only fuels the fire of

The Budget document has been/ prepared in such a way

inflation and hike in prices. Unmindful /// of price increase

as to appear that it contains more concessions than tax

and inflation every year the Centre follows the practice of

burdens. Not because the Minister // had dropped the

submitting deficit Budget. The deficit was Rs 6,000 crores

proposal of imposing taxes due to drought but because

in (4) the year 1995-96, Rs 8,000 crores in 1996-97, / Rs

he had indulged in pre-Budget exercise.

8,000 crores in 1997-98. How are we to overcome this
difficulty?

Unfortunately /// for the last few years to mobilise the resources, the Minister of finance is following this unhealthy

Madam, we speak // much about financial discipline.We

practice. Owing to (2) this pre-Budget exercise the in-

ask the State Governments to follow the discipline in fi-

come to Government has been underestimated. I am not

nancial matters. But as far /// as the Central Government

against the mobilisation of revenues / to the Government

is concerned, it does not follow any principle in the disci-

which is quite essential to implement our plan targets

pline of financial matters.
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Dictation 6
Madam Deputy Chairman, the Government has already

all over the country from all walks of life that there are //

constituted the National Committee for Tourism. I would

drastic measures stipulated just like Section 44 or the

take this opportunity to urge / upon the Government that

provisions concerning the partnership and the liability of

its recommendations should be given full and quick ef-

the partner./// All that requires due assessment if you want

fect by providing incentives which will develop // the tour-

to give a filling to the economy and infuse confidence in

ism industry all over the country. This can include giving

tax-payer(3).

concession for all those ancillary industries.

Fourthly, I would like to draw the attention of the Ministry

The incentives to /// such export industries should be taken

to the growing disparity whatever may be our claims/ be-

up by the Finance Minister as early as possible. This can

tween the poor and the rich in this country. I have the

include improved facilities at airports as well as other

report which has just come yesterday, published // in the

means of transport, doubling the capacity as far as other

Times of India giving figures to show how th poverty has

connected export - oriented industries / are concerned.

risen in this country under the heading /// “Poor popula-

I think that this step can help us in mobilising better earn-

tion up in Uttar Pradesh” and the figures quoted are stag-

ings and return of foreign exchange.

gering. This House must share the concern that there (4)

Thirdly, // Madam, I am very much in favour of rationalisation
of the tax structure. You are aware that there is a /// very
bitter debate going on concerning the tax proposals which
have neen put forward and passed by us in the (2) form of
amendment to tax laws and I feel that the Hon’ble Minister would give careful consideration to the criticism / and
difficulties involved therein. Suggestions are coming from

are millions of people who can be classified,as very very
poor. I would sincerely urge the Government to tackle/
the problem of poverty as a priority problem and not leave
it to the mere fiscal figures which every Budget gives saying that we have allocated this much of amount and all
that.That is /// not the method in which you can reach the
poor simply by saying that we are dedicated to remove
poverty.
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Dictation 7
The purpose of intervention, Mr.Vice-Chairman, is to point

times // during this period and this has been done by this

out that this year we are celebrating and we have/cel-

Government under the Congress policies and with a par-

ebrated 50 years of attainment of freedom. This is the

ticularly democratic /// process throughout, ours being one

most valuable achievement which must be cherished and

of the most vibrant parliamentary democracies in the world.

strengthened, but // along with this political freedom we

Under the leadership of our leaders, who (3) incidentally

have attained in a larger manner economic freedom for all

were their leaders, also at some point or the other, I am

sections of our people, /// particularly for poorer sections

happy to say this because most of / the members of the

of our people. We have attained this and this is unique in

opposition have been members of the Indian National Con-

the whole world, unique (1) for developing countries. The

gress at some point or the other.

progress that we have made there has been the
parliamentrary form of democracy, assuring to every / individual the fundamental right, assuring to every individual
the fundamental right to send a representative to this august House, the // right to debate and the right to dissent.
And this is unique in the history of the developing countries, unique /// in the history of the world as a whole.

The // index of industrial production has risen. This has
been tremendous progress on the industrial front that we
have made in /// just 50 years .The index of agricultural
production with which many Members of the Opposition
and some of the Members of the (4) ruling party are concerned and rightly so, has increased too. There has been
a lot of criticism here that we / are wasting money in rev-

I would like to give the House some of the economic (2)

enue expenditure that we are not forming a capital, we are

indicators which will show the progress that we have made

not able to build up // assets. Gross domestic capital

in the economic field over the last few decades. The / per

formation as percentage of Gross Domestic Product has

capita net national product has increased./ That is, the

increased from 10 in 1950 to /// 23 till date. This shows

net national product has increased by more than four

that there is a constant progress in our industrial sector
and our agricultural sector.
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Dictation 8
Further, for the customers in general, not just the rural

I am monitoring /// it at the highest level under the instruc-

customers, we have also given some instructions. I am

tions of the Finance Minister. I am doing that and I will

sharing / with the Members of the House because we

continue (3) doing that as far as possilble even during

want these instructions to be implemented. But if there

Parliament session, also visiting every State, but then

are some // lapses or some omissions they can bring

one man cannot do / all. All Ministers by themselves can-

them to our notice so that they can be implemented.

not do. We need the vigilance // on the part of all of us.

That is why /// we are making these instructions known

Therefore, we welcome Parliamentary democracy and we

in public. To facilitate regular and periodical interface with

also wish your co-operation in seeing /// that something

customers, banks observe “ customer-day” (1) on 15th of

sets it right.

every month or the following working day if 15th happens
to be a holiday. On that day / the chariman, the Managing
Directors or Regional Managers make themselves available at their office between 3 and 5 to meet // the customers without any prior appointment. Such meetings are
intended to attend to specific complaints of the customers and also /// to assess the quality. Because it is be-

I take this opportunity to mention an allied sector which
is the insurance sector. We (4) have nationalised both
Life Insurance and General Insurance. Both in the Life Insurance and General Insurance sector we have again/
given this thrust for the rural areas and for the weaker
sections.

lieved that it is not sufficient to have schemes, it is not

We are now on the threshold of launching // LIC into so-

sufficient (2) just to work. Here, it is necessary that whole

cial security schemes. LIC will also announce group in-

machinery and the people who carry out these schemes,

surance scheme for those sections who /// work on daily

should / be alert to the rural thrust of our economy and

wages so that 50 per cent of the insurance premium is

to the banking sector. They should be alert towards the /

met from the social security fund.

/ needs of the weaker sections. Therefore, these formulations and programmes should be monitored at a higher
level.
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Dictation 9
As far as General Insurance is concerned, I would like to

pends on // the nature of accident and circumstances of

mention here that it does not exactly relate to / the rural

the case. But going through the rural thrust of general

insurance. But I must mention here because just yes-

insurance, a group /// insurance scheme for landless

terday I reviewed this programme of Adults for the cases

agricultural labour all over the country has been created.

// of motor vehicle accidents, I know how much hardship

The entire premium will be borne by (3) the Government

sometimes people feel who are victims of these motor

of India and if any landless agricultural labourer dies in

vehicle accidents /// have to undergo in order to get some

the course of his work his family straightway / will get Rs

compensation. Now GIC has decided and has already held

3, 000 without payment of any premium.

some (1) Adalats where there is interface and victims are
paid immediately and this has created tremendous benefit and we want to / extend this.
Just to give what we have done in this regard between

I must, however, say that we have several other schemes/
/ for general insurance like cattle, insurance. hut insurance, a new scheme that we have introduced and if the
hut of // a landless labourer gets burnt, by accident, im-

January and August more than 4,000 // complaints of

mediately he will get some compensation. If his cattle

motor vehicle accident cases have been settled by Lok

die, he will get compensation. (4) Now I must admit and

Adalats. From August to December we had kept the ///

there I seek the co-operation of all the Hon’ble Members

target of 6000 cases but we have actually settled 16000

that in respect of many/ of these schemes, there is no

cases and thereby paid more than Rs.50 (2) crores by

awareness as far as potential beneficiaries or target groups
are concerned. Now a landless // agricultural labourer, in

way of disbursement.

a village does not know that schemes exist, if he dies,
But it all depends on the parties to agree to the compen-

though /// he is entitled to compensation, more often than

sation. If they do/ not agree, they can always go to the

not, the members of his family are not at all aware of it.

court but there is no fixed scale of compensation. It de-
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Dictation 10
I would like to conclude on this note that we have made

Mr. Verma said that we are borrowing money from abroad

substantial progress of which all of us must / be proud.

and paying it. This is (3) not correct. It is our own money

The Governemnt should be proud and the people of this

and it has been put to good use. About internal borrowing

country should be proud of it. The Opposition //also should

also, there / is no such question. What are we doing is

have deserved a measure of credit because many of their

to create assets. We have to modernise our industry. We

suggestions are taken by us and we will /// continue to do

have // to improve the lot of our people. And we are doing

that. Now, we must keep on implementing this and on this

these. We are borrowing very cautiously and for produc-

implementation, your involvement is necessary. But (1)

tive/// purpose. There is no reason why he should have

what is more important is that in the heat of political

such a thinking.

argument, we should not create a climate of despondency
/ which is entirely unjustified. We should not reduce the
faith of our people in themselves because these are their
achievements // and if we face these challenges with confidence, our people will definitely overcome the great challenges ahead and we shall /// succeed.
I am surprised that he should put this type of a question .
Let me say this that whatever debt (2) servicing we are
honouring is not out of borrowing and it is not 50 percent.
It is roughly 20 /per cent of our own money that we earn
out of exports, invisibles, tourism and so on and so forth/

You know that you have a revenue deficit (4) which is
larger than the total deficit. By definition this means that
you are going to resort to deficit financing / or borrowing
in order to finance your consumption expenditure and not
for productive purposes.This is my definition. How do //
you convert it.
This is a Government document. I will read out this so that
he may not have further /// misgivings about this. This
statement is laid on the Table of Rajya Sabha, in reply to
a question.

/ and this money also if we have borrowed, we have borrowed from the IMF in the earlier period/// up to 1984.
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Dictation 11
I am very happy that the Hon’ble Minster has announced

Budget speech, for one and a half hours he was stating

various incentives to the farmers. I talked to some of /

about the various incentives and // one hour he devoted to

them. But it seems some confusion is being created some-

incentives to farmers, to small-scale industry, etc. So, if I

times and I give you the example of Tamil Nadu. Our //

have to refer to /// all that, it will take a long time for me to

Hon’ble Member and Congress President of Tamil Nadu.

repeat. I am happy that under the present circumstances,

Our // Hon’ble Member and Congress President of Tamil

he (3) had done so much for the agriculturists.

Nadu had gone to Tamil Nadu and he accused Mr. Singh
of working /// inside the Government as an agent of the
capitalist and imperialist forces and exploiting the situation. And he further said (1) that the last two Budgets,
presented by our Prime Minister and the Finance Minister have sought to correct the distortions / and deviations.
What I am trying to say is that somebody else presenting the Budget, it is the Congress Budget. // What I would
say is that there is a certain direction, whether it is presented by Mr. Singh or by /// somebody else. The essential thing is that it should be beneficial to the people.
I am happy the Hon’ble Minister (2) has introduced various new schemes and he has tried to do his best in the
present circumstances. I congratulate him. / I think in his

Finally, I would say that whatever kind of subsidy you give
to the/farmer you, have to ensure remunerative prices to
him. Unless you give proper price, whatever you do to
help him, // will not be of much use. I am sure the agriculture prices and costs commissions will arrive at the proper
/// price which should be given to the farmer, and unless a
fair price is given to the farmer the lot of (4) the farmers
cannot be improved. They have to spend more or inputs,
they have to purches also. Therefore, it is essential that
the they get a fair price for their produce.
I have one more request to make. It has been said that
the export duty on coffee is going to /// cripple the coffee
industry in the South. I hope the Honourable Minister will
exempt the industry in respect of export duty.
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Dictation 12
Sir, the General Budget is a reflection of Government’s

have brought over 50 per cent of // their cultivated area

drive and direction on economic front. I think this Budget

under irrigation but in Assam, hardly 13 per cent of the

should / have had a positive direction. This Budget lacks

land is brought under cultivation and /// hardly 45 per

positive direction and initiative towards arriving at the real-

cent of the crops are brought under irrigation projects.

istic goal. Of course, // there are many kinds of

Moreover, power and irrigation / facilities are the major

promises,for example, the garibi hatao slogan.

inputs for development. Assam has immense resources,
immense potential but these are not properly exploited

The present Budget is replete with various types /// of

due // to lack of vision of the planners and that is why the

concessions and thereby attempting to prove that the

north- eartern States including Assam remain still back-

Budget is by far the softstone ever presented in the House

ward.

(1) But the pre Budget hike in different essential commodities has already hit the people. Today railway jour-

Sir, the State’s domestic product increased only by 3 per

ney has become costlier. / Similarly, tele - communica-

cent while per capital State domestic product was mi-

tion rates and petrol prices have also been increased.

nus 3(4) per cent. This is because of the tremendous

Even life saving drugs are beyond the reach of // the com-

population growth due to migration to Assam. Assam con-

mon people. Sir, I would like to say that the annual bud-

tinues to be much / behind the rest of the country in

get can never deliver goods if the planning process /// is

terms of not only per capita income but also electricity

not down to earth. Indian planning over the years has

consumption irrigation potential // created, rural drinking

been marked by urban bias and conseqently 90 percent

water supply, roads and railways and credit deposit ratio,

(2) of the Indian population cannot be benefited by this

etc. and Sir, what is more deplorable is /// the fact that

sort of planning.

Assam is the lowest amongst the north eastern States
in per capita plan outlay throughout the country.

So far as irrigation is concerned, Assam/ State stands at
the nadir. During plan period, a large number of States
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Dictation 13
The overall indications of economic performance have been

Regarding tax policies I would like to mention for imple-

better than in any previous year of severe drought. This is

mentation duties leviable and surcharge // as Central ex-

because /of the plans and programmes of the Govern-

cise and customs duty on goods used by 100 per cent

ment under the leadership of Shri Rajiv Gandhi, our party

export oriented units. The goods of Indian /// origin used

President and the // Prime Minister. Hon’ble Finance Min-

by these 100 percent export oriented units may be ex-

ister this time has viewed the grievances of all sectors at

empted from surcharges, etc. However, surcharge of 5 (3)

all levels and tried to redress// it up to maximum possible

per cent on foreign goods used by export oriented units

levels against all odds of the resources mobilisation and

may be levied but full time reimbursement surcharge on

non-plan expenditure besides efforts of (1) the opposition

auxiliary duty may be exempted so that foreign capital in

parties for destabilisation of our Government.

Indian industry is progressive to have healthy // competi-

I am happy for conceding to our request of extending

tion.

transport subsidy/ to all hill areas for LPG cylinders by

Now, I would draw the attention of the Hon’ble Finance

the Hon’ble Finance Minister But I would request that this

Minister to the problem faced by every Indian family ///

// subsidy be made applicable for industrial production

because of social customs, i.e., presentation of gold

also.

jewellery, at marriage ceremony. I would request the Fi-

I appreciate the abolition of taxes on properties and surcharge on (2) wealth tax to mobilise the resources. This
policy is a clear indication of a welfare state, which shall
raise the / standard of living of the people.

nance Minister (4) to allow relaxation of baggage rules
incorporating the free clearance of gold jewellery brought
by the / incoming Indian passengers only. To earn revenue
Government can impose a very nominal customs duty in
foreign exchange on gold // and the Indian passenger and
labourers coming from abroad to fulfil their social customs
with the facilities provided by the Government.
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Dictation 14
Madam Deputy Chairman, the proposals regarding irriga-

/ This approach shall eliminate frustration and encourage

tion projects including Telugu Ganga project and other power

students to take degrees in Electronics. The scientific

projects submitted by the successive/ Andhra Pradesh

advancement in the field of (3) electronics and

Government may kindly be cleared very soon so that

communicaions demands such a recognition of the sub-

people of Andhra Pradesh may progress accordingly.

ject for inclusion in the scheme of examination for IAS /

Regarding the // education policy, the education policy of
the Government shall provide opportunities to the Scheduled Castes and Scheduled Tribes to get /// admission
into the Navodaya Schools. The education policy at the
college levels shall be employment oriented and the syllabi of (1) the various disciplines at the degree level shall
include the syllabi of the UPSC. In competitive / examinations many students from rural backgrounds are not able
to secure creditable positions due to their education in
the colleges// in various disciplines with inadequate syllabi not matching with the UPSC programmes of exami-

and other allied examinations. The Ministry of Home Affairs, Department of Personnel, may be requested to work
out on the // proposals suggested herein . In case of SC
and ST communities, it has come to my notice that /// in
spite of vacancies having been exclusively reserved for
them, the posts are not filled up on the pretext that (4) no
applicant was found suitable. This gives further mental
harassment to the applicants. It has also come to my
knowledge / that in personnel matters, managements of
Government organisation generally suppress the outstanding candidates for their personal gains.

nation. Professional courses have /// been taken into ac-

Madam, I am // thankful to the Finance Minister for initiat-

count in the recent past and subjects like electrical engi-

ing suggestions for cooperative credit system which was

neering, civil engineering and mechanical engineering have

in the past a major instrument /// of self- reliance for devel-

been (2) prescribed. However, the fast developing subject

opment. I am of the view that co-operative movements

of electronics and communications taught at degree level

should be launched for attracting rural educated techno-

has not been included in the / syllabus of IAS and other

crats.

allied examinaions. It is, therefore suggested that electronics and communicaion of degree standard // may be
introduced as a subject both for preliminary and main examinations for IAS and other competitive examinations.//
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Dictation 15
Coming to education, it has been categorised under so-

of the States, In this context I would like to know whether

cial services. I am rather disappointed with the allocation

any provision has been /// made in this year’s budget to

of funds for / universities and colleges. Out of the total

meet the extra expenditure to be incurred by the States

outlay of Rs 600 crores for general education, the funds

for implementing the revised (3) pay scales in the State

earmarked for // unviersity and higher education, are only

universities and also for college teachers. The Central staff

Rs.140 crores. The remaining would be spent for educa-

have already received the benefits of / the revised pay

tion up to the secondary/// standard including teachers’

scales.Therefore I feel that immediate measures should

training programmes and vocationalisation of education.

be taken to reimburse to the States the amounts// spent

There are 130 universities including 9 central universities.

by them in the implementation of the new pay scales for

So one (1) can just imagine how 130 universities could be

university and college teachers. I would like to /// add a

developed and maintained with funds amounting to just

note of warning: Should the teachers start suffering from

Rs 140 / crores. We all know that university is the barom-

frustration and inertia due to their neglect, our nation (4)

eter for ascertaining the standard of education, the stan-

will face grave consequences. It is gratifying that grants

dard of teaching and // research and university is the best

for atomic energy research, for space research, for re-

platform for basic reserach and also for training in science

search in technology, / research in oceanography and

and technology. If the /// universities and colleges are ne-

other scientific areas and technical education have been

glected and are denied funds, their growth will be stunted

enhanced reasonably.

and whole education policies will fail. (2) The university
provides us the tools for good teachers for basic training,
vocational training and training for self-employment. Teachers . in the State universities and colleges are not receiving the facilities especially those enjoyed by the teachers
of Central universities // because of inadequate resources

As regards health and family welfare// budget, the
honourable Finance Minister must be congratulated for
increasing the outlay. The outlay for Family Welfare has
been stepped/// up to Rs 600 crores from the current level
of Rs 500 crores for the year 1998.
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Dictation 16
Mr. Vice-Chairman, Sir, First of all, I would like to say that

excise duty should be reduced. Is it helping the mo-

this budget has been well received by / our people and

nopoly, or is /// it helping the national industry? Workers

therefore it was interpreted by some people, including the

are starving because they are unemployed in the textile

Opposition, as a pre-poll Budget. That means // the Bud-

industry. Immediately afterwards Tiwariji saw (3) to it,

get wants to attract the people. They have also said that

Textile Ministry saw to it, the concerned people getting

this is a populist Budget . Formerly they used /// to term

concession were called to Delhi and asked to reduce / the

a / Budget as anti-people, but now it has been termed as

price of the textiles to the extent the concessions were

populist. I do not know the (1) meaning that they give to

given. Immediately the newspapers had to advertise that

that term, but certainly it has tried to appeal to the people.

the / entire concessions were being passed on to the

The term pro-farmer / is used because agriculture re-

intermediate producers. The filament yarn or the interme-

quires emphasis and greater attention. Therefore, I wel-

diate raw material which comes /// to the textile mill was

come this Budget.

taxed at Rs.84 per kilogram of yarn. Now the NTC gets
(4) filament yarn by paying only Rs 10 per kilogram. It is

Just now the previous speaker // made an attack that
although the concession given to the farmers have to be
noted , yet bigger concessions have gone /// to industrialists. Anyway, if you want to remain ignorant about the
actual position, you can make such criticism, but Tiwariji(2)
was very careful when he was announcing certain concessions, he said that these are meant against smug-

a big help to the NTC. Now / if you do not want to look at
this reality but condemn the Government, if you do not
want to look at this reality but condemn the Government,
it shows you have the old// approach. We think that all
criticism should be considered properly; /// even if it comes
from the opposition, it is welcome. Let us try to hammer
out a common economic policy.

gling. Because our polyester / textiles are taxed at 42 to
72 per cent of its cost price, therefore smuggling the
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Dictation 17
Now, because of high taxation where does it lead to ? This

and reduced the burden of tax. But Opposition did not

is the main point that one has to consider. / The Govern-

take it in the right spirit. This is an attempt // to lessen the

ment has also given the solution. I am not saying no. The

evasion. But evasion is terrible. It is estimated from Rs

National Institute of Public Finance and Policy // docu-

20000 to Rs 40000 /// crores per year as much as you are

ment - “Aspect of Black Economy in India“ - which we

collecting as taxes. The Central Government is going to

discussed in this House for two days, had recommended

collect taxes this (3) year to the extent of Rs 45000 crores.

and observed /// that “since taxes are levied on a number

How much evasion is going to be there? Even State/Gov-

of bases and there is a linkage between liabilities and

ernments also collect sales tax and everybody knows

direct taxes and (1) indirect taxes, black money genera-

how much they collect. Then, what is happening in the

tion could be effectively or significantly reduced, only if

market? Things // are becoming costlier and smuggling is

the rates of taxation of all major / taxes are fixed at a

rising and even the evasion figures are rising. I do not

reasonable level.

know whether /// it is a mental imagination or it is a fact

One of the causes for large -scale smuggling of goods
other than gold// into India is said to be the high excise
and import duty structure in relation to a number of commodities /// for which there is a considerable demand in
the country.

that they have said that Rs 15000 crores smuggling is (4)
there. That means almost the amount of export trade that
we are doing. Are we not supposed to ponder over / these
things very coolly? Why Parliament should not discuss
the question of smuggling for one day? This requires to
be // discussed. Then, if these concessions are required

“There is a positive link between the level of black (2) in-

to be given to these industries and if the monopolists ben-

come and the aggregate tax ratio of the economy“. Now,

efit out of /// it, it should be done in the interest of the

Tiwariji in his good faith tried to give some concessions /

national cause. The direct taxes have come down last
year.
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Dictation 18
The Honorable Minister of Banking has said that the Op-

also on external debt. I say, yes, there is a /// ceiling. In

position is creating an atmosphere of despondency and it

so far as external borrowing is concerned, there must be

is creating / a misapprehension. Is this misapprehen-

a safe limit and this safe limit should (3) not exceed 20

sion? I do not like to enter into further arguments with him.

per cent of the export earnings in a year. And this was

But I warn the // Government that it should think about the

said by our Hon'ble Finance / Minister of this very Govern-

situation. There are many comments on the debt trap I

ment. Who what person was, I need not take his name.

have mentioned. I /// do not like to read out these com-

Everybody knows, he was recognized // as the No.2 of

ments in order to save my time. In this connection, the

Prime Minister's cabinet. He prescribed in this House

question of (1) devaluation comes in and it is a very seri-

and in the other House that our /// safe limit on external

ous danger to our country's economic self-reliance and

borrowing should not exceed 20 per cent of the annual

economic sovereignty. I / do not have the time to explain.

export earning. This, I think, was (4) said when the coun-

If there is a devaluation, then we will earn less while we

try was debating the IMF loan. And he said that we were

export // more in volume and when we import we shall

certainly prudent, we / are within the safe limit of that.

spend more. That is another angle, another factor, of the

Now according to my calculation - I may be mistaken; I

debt /// trap. As for the unofficial devalued position of our

wish I were // mistaken - that limit has reached about 27

rupee in terms of the SDR, the Indian rupee (2) has got

percent. Therefore, we have crossed the danger mark.

devalued as much as 40 per cent during the last 15 years.

We have crossed /// the red line. Therefore Government

Therefore, I have referred to the debt / trap. This is what is

should exercise great restraint on this. I have seen how

happening. The day before yesterday the Honourable Fi-

the World Bank assistance is misused. (5/400 words)

nance Minister asked Professor Lakshman what our //
suggestion was regarding a ceiling not only on deficit but
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Dictation 19
In this connection I would like to mention about the circu-

Government should accept. I am opposed to this /// prac-

lation of money. The aggregate money circulated was of

tice. I am opposed to this because, if you raise your rev-

the / order of Rs.7,000 crores, which has increased to

enue by way of Excise Duty, Customs Duty etc. (3) they

about Rs. 80,000 crores. Therefore, you can very // well

are to be shared by the States whereas if you raise rev-

understand the impact of all these things. Now much is

enue through the system of administered prices, you /

being talked about the deficit of Rs.7,000 /// crores. I do

retain everything with you and I shall come to that aspect

not like to enter into it now. But what is that which is

later on. Therefore, this is not to be followed. //

causing me anxiety?

That way it is a different thing. But the States are being

It is(1) this deficit of Rs.7,000 crores which is going to be

deprived of their legitimate share and if they /// had been a

there after the new imposts by way of / taxes, direct and

part of the regular Budget, the States should not be de-

indirect of Rs. 600 crores and also after the imposition of

prived of their legitimate share.

a new type of taxation, // that is hike in the administered
prices to the extent of about Rs. 3,000 crores. Sir, the
Hon'ble Minister /// of State for Finance was mentioning
that it was the practice adopted by some other Governments against which they have (2) got something. Even if
they had done it, it is not the correct approach to the
problem. If the Janata Government / had done so, it was
wrong on their part to have done so because administered
price should not become another // instrument for raising
the revenue. That is the fundamental position which the

Therefore, even (4) hiking the administered prices has become a regular phenomenon in revenue - raising. Last
year, you might have noticed, the Budget / imposts were
of the order of Rs. 963 crores but the administered prices
touched the figure of Rs. 3,000 // crores during the year.
This is the revenue income by way of increase in the administered prices which is more /// than three times, or
four times more than what we imposed on the people by
way of regular Budget imposts (5/ 400 words)
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Dictation 20
Now, Some new taxes are also being imposed. As I have

the Prime Minister did not have the patience to listen to

mentioned, the total comes to Rs.600 crores, and, out of

them for more than ten minutes. I think you /// are more

this indirect taxation accounts for Rs.500 crores and di-

patient and you are more liberal because you have lis-

rect taxation is to the tune of // Rs.100 crores.

tened to me for more than eighteen minutes, as (3) you

The point which has been raised by my friend, is very
relevant. He asked that the /// proportion is between indirect taxes and direct taxes. According to my information,
at present, it is 80 per cent for (1) indirect taxes and only
18 per cent for direct taxes. Here again that trend continues. Out of a total of / Rs. 600 crores, taxes amounting to
Rs. 500 crores are of indirect nature and taxes amounting
to Rs.// 100 crores are of the direct type and, therefore,
the proportion comes to 8 to 1. So, this has /// to be
rectified.

say, and therefore, I am thankful to you. Therefore, all the
Chief Ministers complained that there has been centralization / of the economic power at the central level. That is
injurious for healthy economic growth of our country. This
the Government should not ignore even at this late stage.
In this /// connection I want to give one suggestion before
I conclude. The Sarkaria Commission mentioned about
the institution of Economic Development (4) Council. And
the issues raised by me here relate to the economic future of our country which should be discussed / in a forum
of that nature. And I want that in the interest // of unity and

My last point - and I shall continue further - is that there is

integrity, in the interest of developing co-operative federal-

an obvious and ominous trend (2) of centralization of eco-

ism for our country, in the interest of giving a new direction

nomic power. This has been explained by the Chief Minis-

to our national economy and /// in order to recast a new

ters of the different States, particularly the Chief / Minister

fiscal policy, it is necessary that there should be a Coun-

of West Bengal, Karnataka, Andhra Pradesh and Kerala.

cil of that nature (5 / 400 words)

I have got all the statements made by them. Of course //
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Dictation 21
Mr. Vice- Chairman, Sir, I welcome the general budget as

cultural inputs and with the increased procurement prices

a balanced one amidst our very tight resources position

of agricultural produces, /// the farmers are sure to get

owing / to the natural calamities for consecutive years.

considerable relief.

While it manifests greater concern for upliftment of our
poor, it does not // disappoint any section of the society.
Sir, I do not want to go into the details but would raise
some /// important points.

However, there is a sense of dissatifaction in our agroscientists. (3) Sir, the Pay Commission recommendations have not yet been implemented for the ICAR scientists although two years have passed. We have / a young

Sir, after all, India lives in its villages. A sound agricultural

and a popular Minister who is exclusively in charge of the

economy will give boost to the purchasing (1) power of the

Agricultural teaching institutions. I will appeal that // the

village masses, and their growing demand for consumer

grievances of these scientists should be redresed at the

goods will flourish our industry. The upliftment of the /

earliest.

rural poor would be the greatest tribute to Bapuji. Added
to this, the recent appeal of the Prime Minister to // raise
the farm productivity will definitely help us not only to tide
over the prevailing effects of unpreceedented drought but
/// also to build safeguard against future calamities.

Mr.Vice - Chairman, greater attention is needed for promotion /// of animal husbandry sector. Although certain
financial assistance is presently available for buying cattle,
etc., its insurance, etc. There is (4) no concrete
programme on a national level to have better breed of ani-

Most of our agricultural lands consist of small holdings .

mals and increased productivity. Lot of animals die / due

For increasing its yields, (2) it is very necessary to

to drought and floods in our country. What are we doing to

enthuse our farmers to adopt co-operative approach in

fill up this vacuum created by different // calamities? We

farming. The Government have to be very / watchful against

should remember that these cattle are great friends of

any escalation of the agricultural input costs, to ensure

mankind. Whatever is invested on it is paid back/// to us

real remunerative margin for the farm produces. Budget

by way of labour, nutrition, manures and even after death,

this // year will lead to decline in the cost of various agri-

so many things are extracted form their bodies.
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Dictation 22
I am obliged for the opportunity given to me to speak. I

The first sailent feature, which I want to /// point out and

stand here to support the Appropriation Bill / and also the

which is very much reflected in the Appropriation Bill, is

Appropriation Bill under consideration. Since the philoso-

that Rs 3,000 crores more (3)loans will be channelled to

phy of our Budget which we have debated for four days in

the agricultural sector. The second salient feature is that

// this House is very much reflected in the two Bills under

the import duty on pesticides and / allied weed killing medi-

consideration and since both the sides were appreciative

cines will be diminished gradually and fertiliser prices will

of /// certain very important features of the Budget, which

be reduced by as much as 7.5 per // cent. The third

is very much reflected in the Appropriation Bill, I support it

feature is that this 12 percent more financial subsidy will

whole heartedly. (1)

be accorded to the farm sector /// compared to the fiscal

There cannot be any denying of the fact that everybody,

year 1997-98.

from our side as well as from the Opposition side, / has

Besides a large portion of this huge amount of (4) Rs 120

admitted that this is a green Budget, but on grey land-

crores to be spent on infrastructure facilities like transport

scape. So far as greenness of the Budget is // concerned,

and communications will go to the rural areas. / Then,

even the Opposition Members have come forward while

there is money to be spent on irrigation which is very well

they were putting their points of view on the Budget,

mentioned in the Appropriation Bill.

saying that for the first /// time a great emphasis has been
laid on agricultural productivitiy and they believe that it will
lead to productivity. While (2) replaying yesterday, the
Finance Minster commented upon the fact that once
productivity is raised, demands should be raised and the
/ destabilising forces in the economy would be contained

Sir, it // is a pity that while the Union Government has
been so concerned about the upliftment of the poor, many
State Governments /// seemed to have been diverting
central funds meant for poverty alleviation programmes to
other fields of expendituire which should be stopped.

and so on and so forth. Therefore, with this hope-giving
Budget, // what I say is that it is for us to consider and
support.
Find out the new words/phrases for shorthand outlines
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

216

Travel, Tourism & Hospitality: Secretarial Practice (English) - Exercise : 1.5.03

Copyright @ NIMI Not to be Republished

Travel, Tourism & Hospitality: Secretarial Practice (English) - Exercise : 1.5.03

Copyright @ NIMI Not to be Republished

217

Dictation 23
Sir, the Government has taken a few forward-looking steps

point out // the alternatives that may remain open or that

in ameliorating the condition of our people in their own /

they propose. In the absence of this, the criticism lacks

households. Excise duty is reduced on cement,

constructive content, /// become sterile and ultimately

clocks,stainless steel utensils, electric bulbs, janata cloth,

cannot but lead to endless debates of futility.

tea, coffee, vanaspati and so// on. It looks that excise
duty has been reduced on every item being used by all
our households, by everybody, /// either by children or by
ladies or by men. Now, Mr. Vice Chairman, Sir, may I
dwell a bit upon (1) the criticism levelled against the budget by some of our economists and intellectuals.

Firstly, we would like to comment on one (3) jurist’s recent speech in which he accused the Government of breach
of faith. In all humility let it be said, / that this phrase,breach
of faith, may have a very special relevance in the sphere of
jurisprudence, but when it // is applied vis- vis the Government, it has a far deeper connotation, transcending all

Let me make myself clear that it / is far from any intention

spheres. Why does he say /// that? Simplistic as it may

either to criticise the criticism as such or to condemn the

seem, one is not sure if he has already arrived, at a defini-

critics themselves. What I // find distressing, however, is

tive conclusion (4) that it is so. I would like to point out

a discernible undercurrent of painting everything the Gov-

that a mixed, developing economy / such as ours does

ernment does or does not do in shades of /// dark colour.

not move in a stereotyped straight-jack fashion. There-

There seems an inherent tendency on the part of the

fore, to assume that there would be no // variation back-

criticcs to criticise the Government for everything regard-

ward or forward turns- would tantamount to saddling the

less (2) of merits or demerits. That is what may be called

economy in inflexibility. This would be neither conceptu-

an intellectual negativisim. Sir, nobody is denying them
their right/to criticise. In fact, we welcome that, but these
criticisms must be honest, and while criticising they should

ally correct nor /// fiscally appropriate. Also as the economy
is constantly evolving to a newer graph of growth there
cannot be any finality.
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Dictation 24
Mr. Vice-Chairman, at the very outset, I wish to congratu-

“Budget and the Hindu has hailed it as sound exercise

late our Finance Minister for presenting a very balanced,

under the circumstances. Even the Federation of /// In-

very / thought out and very well-planned Budget which

dian Chambers of Commerce have welcomed it as a growth

has been hailed by almost all sections of the society for

oriented Budget. (3) Moreover it is a fact in view of the

one // reason or the other. It is no doubt a people - ori-

drought conditions prevailing in many parts of the country

ented and growth oriented Budget which is entirely in

for the / last few years, it had become necessary for the

consonance /// with the objectives of the Seventh Five

Government to boost food production and revitalise the

Year Plan namely, food, work and productivity. Sir, the

agricultural economy without // which industrial growth

beauty of the Budget (1) and the ingenuity of the Finance

cannot be ensured. If the farmers do not have the pur-

Minister lie in the fact that although outlays for develop-

chasing power, industrial growth cannot be maintained ///

ment purposes have been augumented / and numerous

either.

concessions have been allowed in respect of various items
of daily use by men, women and children, the // dose of
taxation is not heavy and its impact on the common man

Therefore, it is a matter of great satisfaction that the Central Government is fully alive to the actual requirements
(4) of the people of the country and has taken due care of

will be almost negligible.

the farmers and the rural sector without putting / any adThe Budget proposals /// aim at benefiting the rural poor,

ditional burden on the industrial sector. The reduction in

generating more employment, specially in the rural sec-

the rate of interest on crop loan between 10 and / 25 per

tor, where about 75 per cent (2) of our population lives and

cent, arrangement of additional credit of Rs.3000 crores

promoting village and small scale industries. That is why

for agriculture by the public sector banks, /// discount of

Sir, the patriot has called it / a “people-oriented” Budget,

7 per cent over notified prices for fertilisers will go a long

the Hindustan Times found it a Jai Kisan Budget, the Fi-

way in increasing our agricultural production.

nancial Express has welcomed it as // a “farmer oriented
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Dictation 25
Some of our friends on the other side always complain

the first // year of the Sixth Plan the progress was 13 per

that adequate resources are not being extended to the

cent whereas in the first year of the Seventh Plan /// it

States / and Union Territories. In this connection I would

was 20 per cent. Similarly in the seond year it was 15 per

like to mention that as per the revised estimate for the

cent and 20 per cent , in (3) the third year it was 16 per

current // year, net resources transferred to States and

cent and 22 per cent and in the fourth year, that is / the

Union / Territories stand at Rs.24000 crore. But as re-

next year, whereas in the Sixth Plan the progress was 20

gards the /// Budget estimate for the next year Rs 26000

percent. We will be achieving a progress // of 22 per cent

crores are proposed to be transferred to States and Union

in the Seventh Plan. It means, in the final year only 14 per

(1) Territories. That means, an increase of 5 per cent over

cent of /// the Plan work will have to be done. It means in

the revised estimate and 13 per cent over the Budget /

the Seventh Plan period, we have better implementation

estimate for the current year.

and (4) better achievements.

Sir, as regards the percentage of increase over the re-

As regards Central Plan outlays by Ministries and Depart-

vised estimate for the current year, // in defence, the

ments I find that in Agriculture as regards Budget Esti-

increase is 8 per cent, in major subsidies the increase

mates / and Revised Estimates for the current year there

is going to be 19 per cent,/// in social service including

is an upward variation of 7 percent. In Agriculture, Re-

education and health, etc., it is proposed to be 9 per cent.

search and // Education, there is no variation. In Rural

Now, I would like (2) to draw the attention of the House to
the fact that when you compare the implementatin of the
annual progress / under the Sixth Plan and annual progress
under the Seventh Plan, you will find a large difference. In

Development it is 5 per cent, but in Health, Education,
Civil Aviation, Information /// and Broadcasting and Surface Transport there is a shortfall. The total expenditure
of the Government is up to 11 per cent.
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Dictation 26
Now I will take this opportunity to draw the attention of

these trade union // workers who go on strike. We should

the Government to the fact that we find day / in and day

not be vindictive. We should try to have a negotiated settle-

out that very many strikes are taking place in various

ment. We should /// try to solve the problem amicably.

parts of the country. These strikes by // workers and

That will reflect our faith in socialism. Since as I said, we

employees take place because of disparity in wages, in

are committed (3) to socialism, we should do that.

emoluments. Workers want more wages, more emoluments. Today the /// DTC workers are on strike in Delhi.
No doubt, the Government has been able to help the
public (1) by putting very many buses, private buses and
other buses from other States. But the strike is always
near success. / As I said, in banks, in Government offices, in factories strikes take place. As I said the cause
is the // wage disparity. Every year I have suggested to
the Government and I take this opportunity to reiterate
my request that /// there must be a national wage policy.

No doubt if a strike is for political reason only, we should
ignore it. / There was s Bharat Bandh in certain parts of
the country. That was a bandh or strike which was politically // motivated as certain State Governments were directly involved. They instigated and abetted the bandh.
So, such political things, of course, /// have to be ignored,
but not the strikes that take place for economic reason,
genuine reasons. Of course, Government must (4) do justice for these workers.

So long as you do not have a national wage policy, you

Sir, there is no doubt that the exemption limit of Rs 40000

cannot (2) dispense with these strikes and these direct

for income-tax payers / has not been increased during the

actions by organised trade unions.

last so many years. During all these years there has

Moreover, Sir, in this connection I would also / like to
point out that being committed to socialism, we must
not unleash avoidable victimisation, repression against

been annual inflation // at the rate of 10 per cent. It means
30 per cent reduction in the actual wages has been there
/// if we take the case of the salaried class. How are you
going to offset this impact because of inflation?
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Dictation Exercise 27
So I would like to request our Finance Minister that the

Administered prices are increased to meet requirement of

exemption limit of Rs 40000 should also be / increased

subsidies, but they add to the cost of the inputs. / It is a

becasue it has been there for the last many years and

vicious circle. If you increase subsidies, you increase ad-

during that time there has been inflation to // the tune of

ministered prices. / In my humble opinion administered

30 per cent collectively put together. This measure will

prices should // never be increased on account of ineffi-

surely help the salaried class of employees of /// the gov-

ciency of the staff and workers. Shortfalls caused thereby

ernment sector as well as public and private sectors. I

must not necessitate increase in /// the administered

hope the Finance Minister will consider this demand sym-

prices. Administered prices must always be related to the

pathetically. (1)

cost of production.

Our revenue expenditure is increasing by more than Rs

As regards the postal hike that (4) took place before the

1000 crores. In fact, as a matter of policy the / revenue

Budget, personally I feel that the rates of money orders

expenditure should not exceed the revenue income. There

should not have increased because even/ poor men who

should absolutely be no borrowing to bridge the revenue

work in big cities like Bombay and Calcutta and remitting

deficit. Borrowings // must be only for capital work, only

their money to their homes will be // hit. So, the rates of

for developmental purposes. If we have borrowings for bridg-

money orders should not be increased just as the fare of

ing the revenue gap, then /// there is going to be no end to

second class should not /// be increased because there

it, and fiscal discipline cannot be enforced in the country.

is no third class to avoid the increase in second class

Our indebtedness (2) stands at Rs 2 lac crores, for which

which is the lowest class.

we pay annual interest to the tune of Rs14000 crores./ It
is more than our entire Defence Budget. No doubt, out of
this Rs 14000 crores, almost Rs 7000 // crores we get
from the States because of lendings to the States from the
Centre, but even then the /// indebtedness is very huge
and at least it should not be allowed to increase, if efforts
are not made to (3) liquidate it.
Find out the new words/phrases for shorthand outlines
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
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Exercise 1.5.04
Secretarial Practice (English) - Proficiency in note-taking and transcription
on computer
Similar outlines with different meanings
Objectives: At the end of this exercise you shall be able to
• write correct short hand outline
• spell correctly while using them in sentances.
Practice these words and phrases to enhance the vocabulary for speed writing
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Type the following in double line spacing with a margin of 10 degrees
The leader of an important minority in India said some

plan is a document of projected plans of development of

years ago that he would not call Indians a nation but only

the country for the ensuing five years. Five year plan is

“people”. He had in mind the various communities and

not a novel thing. Planning for the household is an ancient

groups. But few bothered about his statement. There may

concept in our country. So there is nothing strange about

be different communities but a silken thread of unity binds

the concept of planning. Planning is the life blood of modern

most of us living as we do from Kashmir to Cape Comerin

Governments whether they are capitalistic or communist

and from Gauhati to Bombay. Everyday the train carries

variety. Five year plans as such were initiated first in the

pilgrims from the far north to the holy shrines of Srirangam

Soviet Union as part of the socialistic planning. But

and Rameshwaram and from centres in the south to

planning as such is one of the basic tools of development

Benaras and Badrinath. A festival like Diwali is celebrated

in almost all the countries today. In India we took the five

all over the country and even people of different

year plans in 1952. India is a vast country of immense

communities take part in it and enjoy the occasion. What

resources. So we are trying our best to improve the

if our people are not called a nation? In early times Hindu

standard of living of the people to bring it to level. Three

religion had no name as such. Later on it was called

five year plans have already been implemented. The fourth

Sanatana Dharma.

five year plan is in the process of implementation.

All the same, it was a religion. In this vast country in the

The fourth five year plan has been formulated on a more

different regions with varying climates people have tended

ambitious scale than the previous ones, but even during

to live exclusively and develop clannish habits. They eat

the next few years, a marked improvement in the standard

different kinds of food and sport different apparel. Varying

of living will not be achieved and employment opportunities

regions produce different kinds of food grains and they

on a scale commensurate with needs of the country will

tend to be popular in those places. They soon learn to

not be created. Periodic failures of monsoon, drought and

become proud of their ways living their mode of dress

famine and other natural calamities upset our plan

and habits. That is what you call Chauvinism. An English

calculations. We are unable to fulfil the targets set due

Poet wrote a poem praising his own village and ridiculed

to natural calamities and unforeseen circumstances. A

the habits and ways of living of people living in another

more ambitious development plan could have been

village some three miles off but the British in general

undertaken if a more vigorous drive for the mobilization of

describe themselves as a proud nation in spite of

resources had been launched.

differences in dialect, accent and habits.

The plan objectives are the establishments of a Socialist

During the Second World War, for instance, when the

society, reduction in the concentration of wealth and

Nazis threatened to invade England, the British people

disparities in the distribution of national wealth and income;

rose to a man and smashed Hitler’s Germany in a similar

improvement in the standard of living particularly of the

manner. When the call for united action comes, we too,

backward sections and greater employment opportunities.

are not wanting. In 1962 when China suddenly invaded

These were the objectives of earlier plans. During the

India we were at one with the Government. Women even

previous plans concentration of economic power has been

in the far- off South were so emotionally moved that they

aggravated to a very great extent. Unemployment has

gave away their jewels and cash to the National Defence

grown. Socialistic objective might have been achieved to

Fund. Some would call it emotional integration. We have

a considerable extent if the Government and the

an instinctive sense of national unity and innate love of

administrators were serious. If a socialist society has to

the nation. So it was the case when Pakistan declared

be created out of backward economy like India’s all

war on us in 1965 and again early in 1972. We did not

communities should have a sense of participation in it.

regard the people of East Pakistan as strangers.Five year
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Five Year Plan is a document of projected plans of

The plan objectives are the establishments of a Socialist

development of the country for the ensuring five years.

society, reduction in the concentration of wealth and

Five year plan is not a novel thing. Planning for the

disparities in the distribution of national wealth and income;

household is an ancient concept in our country. So there

improvement in the standard of living particularly of the

is nothing strange about the concept of planning. Planning

backward sections and greater employment opportunities.

is the life blood of modern Governments whether they are

These were the objections of earlier plans. During the

capitalistic or communist variety. Five Year Plans as such

previous plans concentration of economic power has been

were initiated first in the Soviet Union as part of the

aggravated to a very great extent. Unemployment has

socialistic planning. But planning as such is one of the

grown. Socialistic objective might have been achieved to

basic tools of development in almost all the countries

a considerable extent if the Government and the

today. In India we took the Five Year Plans in 1952. India

administrators were serious. If a socialist society has to

is a vast country of immense resources. So we are trying

be created out of backward economy like India’s all

our best to improve the standard of living of the people to

communities should have a sense of participation in it.

bring it to level. Three Five Year Plans have already been
implemented. The fourth Five Year Plan is in the process
of implementation.
The fourth Five Year Plan has been formulated on a more
ambitious scale than the previous ones, but even during
the next few years, a marked improvement in the standard
of living will not be achieved and employment opportunities
on a scale commensurate with needs of the country will
not be created. Periodic failures of monsoon, drought and
famine and other natural calamities upset our plan
calculations. We are unable to fulfil the targets set due
to natural calamities and unforeseen circumstances. A
more ambitious development plan could have been
undertaken if a moral vigorous drive for the mobilization of
resources had been launched.
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