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SER Meaning, Importance and use | 2 1
of office stationary consonants | 4 1
and vowels used in English | 4 1
Shorthand use of computer and
Select accessories as-
Paintbrush and calculator
s use of stock register use of |2 1
Unit Test-1 upward and down-word form | 2 1
17-25 of Rand H  Computer | 4 1
accessories-Note  Pad  and
Calender
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SGIE Meaning and importance of | 4 1
meeting 4 1
use of Dipthongs in short-hand | 4 1
computer accessories-word
pad, Entertainment
3T Short Note on Notice, Agenda, | 4 1
Unit Test-II Quorum, Proxy. Meaning and
17-25 Importance of Phraseography. | 4 1
Computer accessories-
communication, system tools. | 4 1
Rrawax Qualifies of a good Pharse 2 1
Computer accessories-M.S, | 2 1
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vizSy Prepare of Stock register
Practice of Words in short-
hand by using vowels 08
Practice Computer
accessories as:- Paintbrush
Calculator, Note Pad,
Calender
ebz
Unit Test-I
17-25
-do- 8
twu xzkh " edkyhu vodk’k 1 twu 1s 30 twu rd
tgykbZz Conduct a meeting to make
a group of two or more
students
use of Dipthongs & make 10
differents words
Computer, accessories,
Word Pad, Entertainment
vxXLr Practice the list of Phrases
Unit Test-11 Computer Accessories,
17-25 Communication, System
tools M.S. DOS 10
flrEcj
-do- 04




