
¼25½ VsªM&vk”kqfyfi ,oa Vad.k  
d{kk& 12 

 
 dksfoM&19 egkekjh ds dkj.k “kSf{kd l=&2021&22 esa fo|ky;ksa esa iBu&ikBu dk dk;Z u gks ikus 
dh fLFkfr esa lE;d fopkjksijkUr fo’k; fo”ks’kKksa dh lfefr }kjk fuEuor~ 30 izfr”kr ikB~;dze de fd;s tkus 
dh vuq”kalk dh x;h gS %& 

izFke iz'u&i= 

¼cgh[kkrk rFkk ys[kk'kkL=&&I½ 

3&&Hkkjrh; cgh[kkrk i)fr ds lS)kfUrd v/;;u vkSj cfg;ksa dk iz;ksxA 20 

f}rh; iz'u&i= 

¼cgh[kkrk rFkk ys[kk'kkL=&&II½ 

2&&bdgjk ys[kk iz.kkyhA 10 

3&&m/kkj Ø; foØ; fudkyuk ¼ns; fcy ,oa izkIr fcy [kkrs lfgr½A 10 

rr̀h; iz'u&i= 

¼O;kolkf;d ,oa dk;kZy; laxBu½ 

3&&chtd ¼ns'kh rFkk fons'kh½ rFkk fcØh fooj.k rS;kj djukA 20 

prqFkZ iz'u&i= 

¼vk'kqfyfi ,oa Vad.k ¼fgUnh½ 

bdkbZ&3   

      2&&xzg] u{k= vkfn lEcU/kh izys[kA 

 prqFkZ iz'u&i= 

'kkVZ gS.M Vkbi ¼vaxzsth½ 

Unit 4—Transcriptions on the  typewriter of the seen and  unseen  materials  related to  the 
works of a steno-typist in various organizations as mentioned from unit 1 to unit 4. 20 

iape iz'u&i= 

vk'kqfyfi ,oa Vad.k ¼fgUnh½ 

bdkbZ&3 ¼d½ Vkbi e'khu ij Vsi fd;s gq, fcØ; ls Vkbi djukA 

FIFTH PAPER 

Shorthand and Type (English) 

Unit 3--(a) Tabular typing, Two column Table and Multiple columns table box etc. display  

of tabulation work. 15 

Typing of financial and costing statements. 



(b) Typing of printed forms like invoices, bills, quotation, tenders, index cards, telegrams etc.  

mi;qZDr ds vuqdze esa 70 izfr”kr dk ikB~;dze fuEuor~ gS&  

izFke iz'u&i= 

¼cgh[kkrk rFkk ys[kk'kkL=&&I½ 

 vf/kdre&&60 vad 

 U;wure&&20 vad 

1&&izs"k.k] la;qDr lkgl [kkrs] pkyw fglkc vkSj vkSlr Hkqxrku fof/kA 30 

2&&lk>snkjh QeZ ds [kkrs&&izos'k] fuof̀Rr] èR;q rFkk lk>snkjh lekiu dh n'kk esaA 30 

f}rh; iz'u&i= 

¼cgh[kkrk rFkk ys[kk'kkL=&&II½ 

 vf/kdre&&60 vad 

 U;wure&&20 vad 

1&&dEiuh [kkrs&& va'kksa dk fuxZeu rFkk vkgj.k] cksul] va'k _.k&i=ksa dk fuxZeu ,oa 'kks/ku] dEiuh ds 
vfUre [kkrs ¼dEiuh vf/kfu;e] 1956 ds vuqlkj½A 60 

rr̀h; iz'u&i= 

¼O;kolkf;d ,oa dk;kZy; laxBu½ 

 vf/kdre&&60 vad 

 U;wure&&20 vad 

1&&dk;kZy; midj.k&&Je] cpr@midj.kA 30 

2&&fooj.k ds ek/;e&&Fkksd O;kikj] QqVdj O;kikj] Jà[kyk nqdkusa] foHkkxh; Hk.Mkj] Mkd }kjk 
O;kikjA 30 

prqFkZ iz'u&i= 

¼vk'kqfyfi ,oa Vad.k ¼fgUnh½ 

 vf/kdre&&60 vad 

 U;wure&&20 vad 

bdkbZ&1 

1&&vUrnsZ'kh; ,oa vUrjkZ"Vªh; O;kikj] chek] O;kogkfjd&i=A 20 

2&&ty lsuk ,oa iqfyl lEcU/kh izys[kA 

3&&Hkkjrh; 'kklu i)fr] O;oLFkkfidk lHkk] Lok;Ùk 'kklu foHkkx] fofHkUu izdkj dh jktuSfrd laLFkk lEcU/kh 
ys[kA 

 



bdkbZ&2 

1&&uxj ,oa izkUrksa ds uke] izokl Hkkjroklh 'kCnkoyhA 20 

2&&vUrjkZ"Vªh; 'kCnkoyhA 

3&&f'k{kk foHkkx] LokLF; foHkkx lEcU/kh izys[kA 

bdkbZ&3 

1&&U;k; foHkkx ,oa ckypj e.My lEcU/kh izys[kA 20 

3&&fgUnh lkfgR; lEcU/kh izys[kA 

uksV& dsoy lS}kafrd iz’u gh iwNs tk;sxsA Vkbi e’khu dk iz;ksx dsoy iz;ksxkRed ijh{kk esa gh fd;k tk;sxkA 

prqFkZ iz'u&i= 

'kkVZ gS.M Vkbi ¼vaxzsth½ 

 vf/kdre&&60 vad 

 U;wure&&20 vad 

Unit 1—Business Phrases, Insurances, Banking, Railway, Stock booking and shipping   

phrases etc. 20 

Unit 2—Technical Theological, Political phrases, Phrases used in other walk of life special  

 words. 20 

Unit 3—Office like dictation direct or through recorded devices like tapereabid as dictations 

means radio, T.V. etc. of official, business and personal correspondance, noting confidential 
matter filling of  various  kinds  of  proformas  used  in  organizations and institution. 20 

uksV& dsoy lS}kafrd iz’u gh iwNs tk;sxsA Vkbi e’khu dk iz;ksx dsoy iz;ksxkRed ijh{kk esa gh fd;k 
tk;sxkA 

iape iz'u&i= 

vk'kqfyfi ,oa Vad.k ¼fgUnh½ 

 vf/kdre vad&&60 

 U;wure vad&&20 

bdkbZ&&1 20 

dkcZu dkxt dk iz;ksx&&blds iz;ksx dh fof/k;k¡] e'khu i)fr ,oa MsLd i)frA dkcZu&izfr dh v'kqf) dk 
la'kks/kuA 

bdkbZ&&2 20 

LVsfUly dkVuk&&fjcu dks gVkuk vFkok fjcu IysV esa ifjorZu djukA 

fo"k; oLrq dks Bhd :i esa O;ofLFkr djukA izwQ jhfMax ,oa la'kks/ku] nzO; }kjk lq/kkjA fofHkUu izdkj ds 
midj.kksa dk iz;ksx] tSls&&yksgs dk isu] Ldsy] LysV ,oa gLrk{kj IysVA 



bdkbZ&&3 20 

¼[k½ izksMD'ku Vkbfiax&&gLrfyf[kr ewy ys[k dk Vad.kA 

lk/kkj.k] vlk/kkj.k] eSU;qfLØIV] vkns'k] u'rh&i=] lwpuk,a] Lèfr&i=] foKku] lk{kkRdkj&i=] fu;qfDr&i= 
vkfn dk Vad.kA xzkQ dkxt ij Vad.kA 

uksV& dsoy lS}kafrd iz’u gh iwNs tk;sxsA Vkbi e’khu dk iz;ksx dsoy iz;ksxkRed ijh{kk esa gh fd;k tk;sxkA 

 

       FIFTH PAPER 
                                                   Shorthand and Type (English) 
 Maximum Marks—60 

 Minimum Marks–20 

Unit 1--(a) Importance of typewriting in modern age, typerwriting for vocational use and  

college preparatory.                                                                                                     40 

Various kinds of typewriters based on the make the type, the size, the 
language etc. manual typewriter, Electric typewriter, Electronic typerwriter, word 
processor. 

System of typing, Touch system and sight system, their advantages and 
disadvantage. 

(b) Aranging the materials for typing and of the class procedure. 

Correct typing method, various parts of a typewriter and their uses, 
manipulative control, margin stops, paper guide, paper release, line space gauge, 
cylinder knobs, shifts key, spacebar etc.  

Insertion and removal of paper in and out of the machine. 

(c) Covering the keyboard typing of alphabets, words, phrases sentences and 
small paragraphs, typing of number and symbol keys. 

Typing of symbols not given on the key-board. 

(d) Centring horizontal, vertical mathematical and judgement placement. 

Proof reading and correction of errors, Proof correction marks of different 
types of erasing materials, erasures (rubber/pencil) chemical paper, chemical liquid, 
correction mistake within the machine, squeezing and spreading. 

(e) Care and maintenance of typewriter oiling and cleaning of the machine. 

 Change of ribbon. 

Minor repair work. 

(f) Calculation of speed.  

Straight copy of typing (SWAM, CWAM and NWAM) and production typing (G-
PRAM and N-PRAM) and MVAM, Speed Compositions, Indian and world records in 
typing. 



(g) Personal habits and work habits, Personal appearance, willingness, 
promptness, initiative trust, worthiness, punctuality, etc. 

Following instructions and direction. 

Unit 2--Typing of letters, Blocked, Semi-blocked and NOMA simplified the open close 
and mixed punctuations.  20 

Typing of short letters (small and full size letter papers) one page letter and letter 
running into  

more than one page. 

Typing of addresses on envelops, inlands and postcards, including window display chain 
feed. 

Typing of annexures and appendices to letter. 

uksV& dsoy lS}kafrd iz’u gh iwNs tk;sxsA Vkbi e’khu dk iz;ksx dsoy iz;ksxkRed ijh{kk esa gh fd;k 
tk;sxkA 

 


