
¼23½ VsªM&&vk'kqfyfi ,oa Vad.k 
                ¼d{kk&11½ 
ikB~;Øe dh mi;ksfxrk&& 

vk'kqfyfi ,oa Vad.k xzqi dk v/;;u djus ds mijkUr Nk= fuEu izdkj ds jkstxkj izkIr dj ldrk gS& 
¼1½ osru jkstxkj&&vk'kqfyfid] Vad.k] O;fDrxr lfpo] xksiuh; lfpo] dk;kZy; lgk;d] v/kh{kd 
fyfid ,oa Vad.k] ,y0 Mh0 lh0] ;w0 Mh0 lh0 ¼leLr in ljdkjh] v)Z ljdkjh ,oa O;fDrxr laLFkkuksa 
esa½A 
¼2½ Lojkstxkj&&¼v½ O;kolkf;d laLFkku ¼Vad.k ,oa vk'kqfyfi½] ¼vk½ O;fDrxr laLFkku ¼Vad.k ,oa 
cgqfyfidj.k rFkk va'kdkyhu dk;Z½A 

mn~ns';&& 
1&&Nk=ksa dks vk/kqfud ;qx esa vk'kqfyfi ,oa Vad.k ds egRo dk Kku djkukA 
2&&Nk=ksa esa vk'kqfyfi ys[ku] iBu ,oa :ikUrj djus dh {kerk dk fodkl djukA 
3&&Nk=ksa esa Vad.k djus dh {kerk dk fodkl djuk] lk/kkj.k fo"k;&oLrq i= rkfydk] fofHkUu izdkj ds 
O;olk; esa iz;qDr izi= vkSj izk:i izfrfyfi ,oa izksMD'ku] Vkbfiax vkfnA 
4&&Nk=ksa esa O;fDrxr ,oa dk;Z vknrksa dk fodkl djukA 
5&&Nk=ksa esa Vad.k dh 40 'kCn izfr feuV ,oa vk'kqfyfi dh 120 'kCn izfr feuV dh xfr dk fodkl 
djukA 
6&&Nk=ksa dks vk/kqfud dk;kZy; O;kolkf;d laxBu ,oa fofo/k rFkk O;kogkfjdrk dk vocks/k djkukA 
7&&Nk=ksa dks rqjUr jkstxkj izkIr djus ds fy;s rS;kj djukA 

ikB~;Øe&& 
  iw.kkZad mRrh.kkZad 

¼d½ lS)kfUrd&&   
izFke iz'u&i=&cgh[kkrk rFkk ys[kk 'kkL=&&I 60 20 
f}rh; iz'u&i=&cgh[kkrk rFkk ys[kk'kkL=&&II 60 20 
r`rh; iz'u&i=&&O;kolkf;d ,oa dk;kZy; laxBu           60       300          20      100 
prqFkZ iz'u&i=&&vk'kqfyfi ,oa Vad.k vaxzsth 
vFkok fgUnh 

60 20 

iape iz'u&i=&&vk'kqfyfi ,oa Vad.k fgUnh ;k 
vaxzsth 

60 20 

¼[k½ iz;ksxkRed&& 400 200 

 Vhi&&ijh{kkfFkZ;ksa dks izR;sd fyf[kr iz'u&i= esa U;wure mRrh.kkZad 20 rFkk ;ksx esa 33 izfr'kr vad ,oa 
iz;ksxkRed ijh{kk 50 izfr'kr mRrh.kkZad ikuk vko';d gSA  
 

izFke iz'u&i= 
¼cgh[kkrk rFkk ys[kk'kkL=&&I½ 

                                                                            vf/kdre&&60 vad 
 U;wure&&20 vad 

1&&ys[kkadu fl)kUr&&izR;; rFkk vo/kkj.kk] nksgjk ys[kk iz.kkyh dk fl)kUrA 10 
2&&izkjfEHkd ys[kk dh iqLrdsa rFkk [kkrk&cgh] [kkrk&cfg;ksa esa [krkSuh dh fof/k] ryiV rS;kj 
djuk] =qfV;k¡ ,oa mudk lq/kkjA 10 
3&&jksdM+&iqLrd&&psd lEcU/kh yss[ks] cSad lek/kku fooj.kA 10 
4&&fofue; foi= lEcU/kh lS)kfUrd ,oa O;kogkfjd Kku rFkk rRlEcU/kh ys[ksA 10 
5&&vfUre [kkrksa dks rS;kj djuk] lek;kstukvksa lfgr O;kikj ,oa ykHk&gkfu [kkrk rFkk 
vkfFkZd fpV~Bk rS;kj djukA 20 
 

f}rh; iz'u&i= 

¼cgh[kkrk rFkk ys[kk'kkL=&&II½ 

 vf/kdre&&60 vad 

 U;wure&&20 vad 

1&&xSj O;kikfjd laLFkkvksa ds [kkrs&&izkfIr rFkk Hkqxrku [kkrs] vk;&O;; [kkrs] vfUre [kkrsA 20 

2&&gzkl ifjHkk"kk&&gzkflr djus dh fofHkUu i)fr;k¡A 20  



3&&lap; ¼izko/kku½ vkSj dks"kA 10 

4&&iawthxr rFkk vk;xr ensaA 10 

r`rh; iz'u&i= 

¼O;kolkf;d ,oa dk;kZy; laxBu½ 

 vf/kdre&&60 vad
 U;wure&&20 vad 

1&&O;kogkfjd laxBu&&vFkZ] mn~ns';] egRoA 10 

2&&O;kolkf;d laxBu ds izk:i&&,dy O;olk;] lk>snkjh] laxBu la;qDr LdU/k] dEiuh 
,oa lgdkjh Hk.Mkj] lkoZtfud miØeA 20 

3&&dk;kZy; laxBu&&vFkZ] egRo ,oa dk;Z] ,d vPNs laxBu ds egRoiw.kZ rRo] ,d vPNs 
dk;kZy; ds LFkku ds pquko ds eq[; rRo] dk;kZy; ds foHkkxA 10 

4&&dk;kZy; dk;Z&&fof/k] uLrhdj.k] ysVh ,oa [kM+h Qkby] vuqØef.kdk] foKkiu ,oa foØ; 
dyk@dk;Z ls lEcfU/kr laf{kIr vk[;k ys[kuA 20 

prqFkZ iz'u&i= 

¼vk'kqfyfi ,oa Vad.k ¼fgUnh½ 

 vf/kdre&&60 vad 

 U;wure&&20 vad 

1&¼d½&vk'kqfyfi dk vk/kqfud egRo&&fofHkUu izdkj dh vk'kqfyfi;k¡ tSls _f"k iz.kkyh] 
V.Mu iz.kkyh] tu iz.kkyh] fiV~leSu iz.kkyh vkfnA 10 

  ¼[k½&&fp= ,oa ladsr] O;atu ,oa mudks feykuk&&Loj ,oa ladsr Loj] Lojksa ds LFkkuA 

2&¼d½&&ßrÞ oxZ dh nk;ha] ck;ha js[kkvksa dk iz;ksx ß'kÞ] ß;Þ] ßuÞ dk iz;ksxA ßlÞ] ß'kÞ] ßtÞ 
fy;s òÙk dk iz;ksxA ßrÞ] ßuÞ] ßjÞ] ßyÞ ds fy;s vkdM+ksa dk iz;ksxA 10 

  ¼[k½&& ßLrÞ ] ßLFkÞ ] ß"BÞ  nkj ckj ,oa ß=Þ ] ßEiÞ ] ßEcÞ ds pkiA 

3&¼d½&&'kCn fpUg] loZuke] fyax] opu] l] Lo] y] j dk iz;ksxA 10 

  ¼[k½&&ßrÞ vkSj ßrÞ  dks Åij vkSj uhps fy[kus dh n'kk,aA 

4&¼d½&&Lojksa dk yksi djuk] dVs gq;s O;atu] f=/ofud] f=/ofud ek=k,a ¼C;atuksa dks vk/kk 
djuk] dV vkSj nwuk djuk] ou le] 'ku dk iz;ksxA od] yj] jj ds vk¡dM+sA½ 10 

  ¼[k½&&izR;;] milxZ] laf/k] la[;k] fojke vkfn dk ladsrA 

5&¼d½&&o.kkZ{kjksa dks dkVus ;k u;s 'kCn] tqVs 'kCn okD;ka'k 1 ls ysdj 12 rd okD;ka'kksa dh 
lwphA 10 

  ¼[k½&&lk/kkj.k laf{kIr ladsr] mnZw ds dqN izpfyr 'kCn rFkk ,d gh oxZ ds mPpkfjr 
fofHkUu ladsrA 

6&¼d½&&fofHkUu laLFkkvksa esa iz;qDr gksus okyh izkoSf/kd 'kCnkoyh] okD;k¡'k] okD; ,oa 
vuqPNsnA 10 

  ¼[k½&&vkfFkZd ,oa O;kolkf;d] d`f"k] m|ksx] vf/kdks"k.k] ize.My] LdU/k] foif.k] ;krk;kr] 
Mkd&rkj ,oa   lapkjA 

 

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--The Consonants:--The vowels, Intervening vowels and position, Gramalogues, 
Punetuation, Alternative signs for "i" and "h" Dipthoungs, abbreviated "w" and Phraseography 
including tick; the. 10 

Unit 2--Representing 'S' and "Z" with crce and sroks, large circles Saw and wacrosis' 
Iops 'st' and 'Str' Initial books to stranght srocks and curves 'N' and 'f ' hooks a alternative form 
'f ' 'vs' etc, with intervening vowls, circle and roops find books the shu shocks. 10 

Unit 3--The a spirate upward and downward 'r'  'I' and 'sh' Compound Consonats vowel 
Indication. 10 

Unit 4--The Halving Principal the doubling principal, Dipthenine or two vowel signs 
medial semi circle Prefixces, Suffixes and Terminations, negative words. 10 

Unit 5—Note—taking, Transiation etc. shorthand in practice. 10 

Note—Trans reption in long hand on the typewriter also. 

Unit 6—Contractions, Special contractios, Figures, Proper names etc. Essentialvowels 
intersections Advanced phraseography. 10 

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 

¼d½ vk/kqfud ;qx esa Vad.k dk egRo] Vkbi e'khu ,d ys[ku ;U= ds :i esa Vad.k dk O;kolkf;d ,oa 
O;fDrxr iz;ksx] egkfo|ky; esa izos'k ds fy;s Vad.k dk egRo] fofHkUu izdkj dh Vkbi e'khu] gkFk ls pykus 
okyk Vkbi jkbVj] fctyh dk Vkbi jkbVj] bysDVªkfud Vkbi jkbVj ,oa oMZ izkslsljA Vkbi jkbfVax ds izdkj] 
Li'kZ iz.kkyh ,oa n`'; iz.kkyh] buds xq.k&nks"kA 

¼[k½ Vkbi djrs le; lkexzh dh O;oLFkk&Vad.k ds cSBus dh mfpr fof/k Vad.k e'khu ds fofHkUu :i esa 
gksus okys dy iqtsZa ,oa muds iz;ksxA 

ifjpkyu fu;a=.k&&ekftZu LVkIl isij xkbM isij fjyht ykbu Lisl xst] flys.Mj] /kEc Oghy] f'k¶V 
dh ykd rFkk LislokjA 

Vad.k e'khu esa dkxt yxkus dh dyk ,oa dkxt dks ckgj fudkyus dh fof/kA 

¼x½ dy iVy ¼dh&cksMZ½ dk iw.kZ KkuA 

o.kZekyk 'kCn] okD;ka'k] okD; ,oa y?kq vuqPNsnksa dk Vad.k vad ,oa fofHkUu izdkj ds ladsrksa dk Vad.k 
mu ladsrksa dk Vad.k Hkh tks dy iVy esa ugha fn;s x;s gSaA 

yEcor~ ,oa {kSfrftd e/; esa Vad.k djuk] xf.kfrd ,oa vH;kfld LFkk;hdj.kA 

¼?k½ izwQ jhfMax rFkk v'kqf);ksa dk la'kks/kuA izwQ jhfMax esa iz;qDr gksus okys fpUgA 

la'kks/ku gsrq iz;qDr gksus okys fofHkUu oLrq,a&&jcj] jklk;fud dkxt] jklk;fud nzO; inkFkZ] e'khu esa 
fd;k x;k lq/kkj Vsi] ladqpu ,oa foLrkjA 

¼p½ Vkbi e'khu dh lqj{kk o ns[k&Hkky] Vkbi e'khu dh lQkbZ ,oa rsy nsukA fjcu dk cnyuk] y?kq 
ejEer dk;ZA 

¼N½ xfr dh x.kuk&&LVsV dkih jkbfVax ,oa izksMD'ku] Vkbfiax xfr izfr;ksfxrk] Hkkjrh; ,oa fo'o Vad.k 
ds fjdkMZA 

¼t½ Vad.k dh O;fDrxr vknrsa&&O;fDrRo izn'kZu] O;fDrxr :i esa LosPNk] 'kh?kzrk ,oa vkns'kksa dk 
ikyuA 



bdkbZ&&2 20 

i=ksa dks Vad.k&&[kqys] cUn ,oa fefJr fpUgksa ds lkFk CykDM] lseh CykDM ,oa flEIyhQkbM :i esaA 
y?kq&i=ksa dk Vad.k&&,d iUus ds i= rFkk ,d ls vf/kd iUus ds i=ksa dk Vad.kA fyQkQksa] iksLVdkMZ ,oa 
vUrnsZ'kh;&i= ij irk Vkbi djukA i= esa layXud i=ksa dk Vad.kA fyQkQksa] iksLVdkMZ ,oa vUrnsZ'kh;&i= ij 
irk Vkbi djukA i= esa layXud i=ksa dks Vkbi djukA 

bdkbZ&&3 20 

¼d½ rkfydk Vad.k&&nks ;k nks ls vf/kd LrEHkksa dks rkfydk dk Vad.kA vkfFkZd ,oa ykxr fooj.kksa dk 
Vad.kA 

¼[k½ eqfnzr izk:iksa ij Vad.k tSls&&chtd] fcy] fu[kZ Vs.Mj] rkj vkfnA 

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 

 

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. 20 

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, mainipulative 
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. 

Unit 3--(a) Tabular typing, Two column Table and Multiple columns table box etc. display 
of tabulation work. 20 

Typing of financial and costing statements. 

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

iz;ksxkRed ikB~;Øe 

 iw.kkZad&&400
 
 U;wure&&vad 200 
cM+s iz;ksx&& 

lwph&&1 fn;s x;s funsZ'kksa ds vuqlkj i= rS;kj djuk] iwN&rkN ds i= fu[kZ&i= ¼dksVs'ku½] vkns'k&i=] 
lwpuk&i=] lUnHkZ&i=] Ø; vkns'k&i=] fcØ; i= xzkgdksa dh Ø; gsrq izsfjr djus okys i=] rdkns ds i=] 
Le`fr i=] f'kdk;r&i=] u'rh&i=] ,tsUlh lEcU/kh i=] ljdkjh i=] v)Z ljdkjh i=] flQkj'kh i=] ukSdjh 
gsrq vkosnu&i= lk{kkRdkj i=] fu;qfDr i=A 
vk'kqfyfi izk;ksfxd&& 

lwph&&2&vk'kqfyfid ifVV~dkvksa] eqfnzr vk'kqfyfi ys[kksa vFkok ';ke iV~V ij fyf[kr ys[kksa dks i<+uk] 
dksYM uksV dk i<+ukA 
3&&ifBr vFkok vifBr x|k'kksa&i=ksa bR;kfn dk Jqfr ys[kuA 
4&&dSlsV] Vsi fjdkMZj] usV fMDVs'ku i)fr rFkk vk'kqfyfi fjdkM~Zl vkfn ;a=ksa ls Jqfr ys[kA 
                          Vad.k iz;ksxkRed 
lwph&&¼x½&&1&dfBu 'kCnksa] eqgkojksa] okD;ksa ,oa dFkkvksa dk Vad.kA 
2&&la[;kvksa] fpUgksa tks dh&cksMZ (Key Board) esa u gks] dk Vad.kA 
3&&fofHkUu izdkj ds dkxtksa@i= 'kh"kZdksa ij fHkUu&fHkUu <axksa ds NksVs ,oa cM+s i=ksa dk Vad.kA 
4&&iksLV dkMksZa] vUrnsZ'kh; i=ksa ,oa fofHkUu izdkj ds fyQkQksa ij irksa dk Vad.kA 
5&&cgq la[;d dkyeksa ds lkFk lkjf.k;ksa dk Vad.kA 
6&&vkea=.k i=ksa] ehuw dkMksaZ] dk;ZØeksa vkfn dk Vad.kA 
7&&pkV~lZ] xzkQ&isilZ vkfn ij Vad.kA 
8&&izwQ jhfMax ,oa v'kqf);ksa dk lq/kkjA 
9&&laLFkkvksa ,oa laxBuksa esa iz;ksx fd;s tkus okys izi=ksa tSls&foi=] chtd] Vsyhxzke dk QkeZl~] /kukns'k 
Lohd`fr izkfIr psd vkfn ij Vad.kA 

iz;ksxkRed ijh{kk gsrq vad foHkktu 
1&& 200 

lwph ßdÞ ls  40 
lwph ß[kÞ ls  60 
lwph ßxÞ ls  60 
ekSf[kd ,oa fjdkMZ 40 

2&& 200 
¼d½ l=h; dk;Z 100 

l=h; dk;Z dk foHkktu 



mifLFkfr vuq'kklu 10 
fyf[kr dk;Z 20 
nks o"kksZa esa 5 VsLV fy;s tk;saxs 50 
ekSf[kd 20 

 100 
¼[k½ vkS|ksfxd laLFkkuksa vFkok dk;kZy;ksa }kjk iznRr Js.kh ds vk/kkj ij 100 vadA 
uksV&&1&&iz;ksxkRed ijh{kk esa mÙkh.kZ gksus ds fy;s 50 izfr'kr vad ikuk vko';d gSA 
2&&izR;sd /kkjk ds fy;s 4 ;k 5 dk;Z&LFkyksa dk p;u djuk gksxk vkSj ,d dk;Z&LFky ij 4 ;k 5 

Nk= gh ,d le; izf'k{k.k izkIr djsaxsA 
3&&,d jkstxkj ¼tkc½ ls lEcfU/kr fofHkUu izdkj ds dk;ksZa dk voyksdu djds Nk=ksa dks mu dk;ksZa 

dks djuk gS ftlls ml jkstxkj ls lEcfU/kr ;ksX;rkvksa ,oa {kerkvksa dk fodkl rFkk vknrksa dk fuekZ.k fd;k tk 
ldsA bldk mn~ns'; Nk=ksa esa vftZr lS)kfUrd Kku ,oa iz;ksxkRed dk;ksZa dks dk;Z:i esa ifj.kr djuk gSA 

4&&dk;Z dk fujh{k.k v/;kid rFkk Lokeh ¼,Eiyk;j½ }kjk fd;k tk;sxkA ijh{k.k dk;Z 
v/;kid@Lokeh ¼,Eiyk;j½ dh vuq'kalk ds vk/kkj ij fd;k tk;sxkA ;g 400 vad dk gksxkA  

5&&izR;sd Nk= iz;ksxkRed dk;ksZa dk iw.kZ ys[kk j[ksxkA  
6&&Nk=ksa dks Nk=o`fÙk nsus dk izkfo/kku gksuk pkfg;sA 
7&&Nk=ksa dks dk;Z LFky ij iw.kZ le; rd jguk pkfg;sA mUgsa izfrfnu fo|ky; vkus ;k tkus dh 

vko';drk ugha gSA 
izLrqr iqLrdsa&& 

Øekad iqLrd dk uke ys[kd dk uke izdk'kd dk uke ,oa irk ewY; laLdj.k 
o"kZ 

1 2 3 4 5 6 

  loZJh&&  #0  
1 fgUnh ladsr fyfi x;k izlkn vxzoky vuqie izdk'kd] f'kodqVh] 

bykgkckn 
14-00 1989 

2 fgUnh 'kkVZ gS.M 
eSuqvy 

x;k izlkn vxzoky ;qfuolZy cqd lsylZ 12-25 1987 

 
 


