
¼28½VªsM &Vad.k fgUnh ,oa vaxzsth   
d{kk& 12 

ikB~;Øe dh mi;ksfxrk;sa& 
 bl ikB~;Øe dk v/;;u djus okys Nk= fuEu jkstxkj izkIr dj ldrs gSaA Vadd ¼VkbfiLV½ Vadd 
,oa fyfid ¼VkbfiLV&de&dydZ½ yksoj fMohtu DydZ] vij fMohtu DydZ] fyfid ¼DydZ½ ,oa Lo&jkstxkj 
Vad.k laLFkk ¼Vkbfiax bULVhV~;wV½] dk;Z Vad.k ¼tkac Vkbfiax½] va'k dkyhu Vad.k ¼ikVZ Vkbe VkbfiLV½ vkfnA 
mn~ns';& 
 ¼1½ Nk=ksa dks vk/kqfud ;qx esa Vad.k ds egRo] fodkl vkSj izHkkoksa dk Kku djkukA 
 ¼2½ Nk=ksa dks Vad.k&cSBu ¼Vkbfiax iksLpj½] Vad.k&lkexzh izcU/k ,oa d{kk lekfIr fof/k] Li'kZ ,oa 
;qxd`fr xfr x.kuk dk vocks/ku djkukA 
 ¼3½ Nk=ksa esa fuEu {kerkvksa dk fodkl djukA 
 ;kaf=d fu;a=.k ¼eSU;qiqysfVo dUVªksy½ dkxt dks e'khu esa yxkuk o e'khu ls fudkyuk] 'kCn] okD;ka'k] 
okD; ,oa vuqPNsn Vad.k] vad ,oa ladsr Vad.k] e/; Vad.k ¼lkQMfV½ yEcor~ ,oa {kSfrftd&xf.krkRed ,oa 
vuqekfur e/; Vad.k ¼eSFkesfVdy ,oa ttesUV IyslesUV½ i=ksa dk fofo/k :iksa esa Vad.k] tSls CykDM LVkby] 
lseh CykDM LVkby] uksek] flEIyksQkbM ¼ysa gd ,oa fefJr iadP;w,s'ku ds lkFk½] lkaf[;dh Vad.k ¼vkfFkZd 
O;kolkf;d ,oa ykxr fooj.k½] izwQ jhfMax ,oa =qfV lq/kkj] ljdkjh] v)Z ljdkjh ,oa xSj ljdkjh ¼O;kolkf;d 
vkfn½ laLFkkvksa esa iz;qDr gksus okys fofHkUu i=] izi= izk:i ,oa eqfnzr QkeksZa ij Vad.k ,oa fopkj Vad.k 
¼dEiksftax ,M nh Vkbi jkbVj½ vFkkZr~ Vad.k ;a= ds ys[ku ;a= ds :i esa iz;ksx] Hkwjs Qksrs ls Vad.k ¼Vkbfiax 
Qzke jsdtsMVsi½ Vad.k e'khu dks lqj{kk ,oa ns[k&Hkky] e'khu dh lQkbZ djuk vkSj mlesa rsy Mkyuk] Qhrk 
cnyuk ¼psftax nh fjcu½] y?kq ejEer dk;Z ¼ekbuj fjis;j odZ½A 
 ¼4½ Nk=ksa esa vaxzsth Vad.k dh 40 'kCn izfr feuV vkSj fgUnh dh 30 'kCn izfr feuV xfr ds fodkl 
djukA 
 ¼5½ Nk=ksa eas O;fDrxr ,oa dk;Z vknrksa ¼ilZuy ,s.M odZ gSfcV~l½ tSls&O;fDrxr fn[kkoV ¼ilZuy 
,ih;jsUl½A lQkbZ 'kq)rk] 'kh?kzrk] fu;ferrk] drZO; ijk;.k;rk ,oa fu"Bk] le; ikcUnh] LosPNk dh Hkkouk 
vkfn dk fodkl djuk] vkns'kksa@funsZ'kksa dk ikyuA 
 ¼6½ Nk=ksa dks rqjUr jkstxkj ds fy;s rS;kj djukA 
ikB~;Øe& 
 bl VªsM esa rhu&rhu ?kUVs ds ikWp iz'u&i= vkSj iz;ksxkRed ijh{kk Hkh gksxhA vadksa dk foHkktu ,oa 
le; fuEuor~ jgsxk& 

¼d½ lS)kfUrd&   
 iw.kkZad mRrh.kkZad 

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'ui=&O;kolkf;d ,oa dk;kZy; laxBu        60    300        20    100 
prqFkZ iz'u&i=&chek& Vad.k fgUnh ,oa vaxzsth 60 20 
iape iz'u&i=&chek& Vad.k fgUnh ,oa vaxzsth 60 20 

¼[k½ iz;ksxkRed&   
vkUrfjd ijh{kk 200  
ckg~; ijh{kk 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 esa 50 izfr'kr mRrh.kkZad ikuk vko';d gSA 
 

lS)kfUrd ikB~;Øe 
izFke iz'u&i= 

¼cgh[kkrk rFkk ys[kk'kkL=&I½ 
vf/kdre vad&60 
U;wure vad&20 

 1&izs"k.k] la;qDr lkgl [kkrs] pkyw fglkc vkSj vkSlr Hkqxrku fof/kA 20 
 2&lk>snkjh QeZ ds [kkrs&izos'k fuo`fRr] eR̀;q rFkk lk>snkjh lekiu dh n'kk esaA 20 
 3&Hkkjrh; cgh[kkrk i)fr ds lS)kfUrd v/;;u vkSj cfg;ksa dk iz;ksxA 20 

f}rh; iz'u&i= 

400 200 



¼cgh[kkrk rFkk ys[kk'kkL=&II½ 
vf/kdre vad&60 
U;wure vad&20 

 1&dEiuh [kkrs&va'kksa dk fuxZeu rFkk vkgj.k] cksul va'k] _.k&i=ksa dks fuxZeu ,oa   
'kks/ku] dEiuh ds vfUre [kkrs ¼dEiuh vf/kfu;e] 1956 ds vuqlkj½ 40 
 2&bdgjk ys[kk iz.kkyh m/kkj] Ø; ,oa foØ; fudkyuk] ns; fcy ,oa izkIr fcyA 20 

r`rh; iz'u&i= 
¼O;kolkf;d ,oa dk;kZy; laxBu½ 

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

 1&dk;kZy; miØe&Je] cpr] midj.kA 20 
 2&foi.ku ds ek/;e&Fkksd O;kikj] QqVdj O;kikj] J̀a[kyk nqdkusa] foHkkxh; Hk.Mkj] Mkd }kjk O;kikj20 
 3&chtd ¼ns'kh rFkk fons'kh½ rFkk fcØh fooj.k rS;kj djukA 20 
 

prqFkZ iz'u&i= 
¼Vad.k fgUnh rFkk vaxzsth½ 

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

bdkbZ&1& 15 
 LVsfUly dkVuk&fjcu dks gVkuk vFkok fjacu lsV esa ifjorZu djuk] fo"k;oLrq dks Bhd :i ls 
O;ofLFkr  
djuk] izwQ jhfMax ,oa la'kks/ku nzO; }kjk lq/kkj] fofHkUu izdkj ds midj.kksa dk iz;ksx tSls&LVkbYl isu] Ldsy] 
LysV  
,oa gLrk{kj IysVA 
bdkbZ&2& 15 
 eqfnzr izk:iksa dk Vad.k tSls chtd] fcy] fu[kZ] Vs.Mj] rkj vkfnA 
 Vkbi e'khu ij lkspdj Vkbi djuk] Vsi fd;s gq;s fo"k; ls Vkbi djukA 
bdkbZ&3& 15 
 Vkbi fd;s gq;s izi= dh xfr x.kuk] xfr izfr;ksfxrk ,oa Nk=ksa dks Hkkjrh; ,oa fo'o Vad.k ds fjdkMZ 
dk Kku  
djkukA 
bdkbZ&4& 15 
 Vadd ds O;fDrxr dk;Z ,oa vknrsa] O;fDrxr xq.k&LosPNk] 'kh?kzrk ,oa vkns'kksa dk ikyuA 
 uksV&bl iz'u&i= esa dsoy lS)kfUrd ¼fyf[kr½ iz'u iwNs tk;asxs  Vkbi e'khu dk iz;ksx iz;ksxkRed 
ijh{kk esa gh fd;k tk;sxk gSA 

iape iz'u&i= 
¼Vad.k fgUnh ,oa vaxzsth½ 

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

 

 Unit 1--(a) Typing on printed for like invoices, bills quotations tenders indexcards telegrams etc. 20 
 (b) Composing at the typewriter (using type writing as a writing tools), drafting the subject 
matter at type writer directly. 
 Typing from recorded tapes. 
 Unit 2--(a) Producting Typing. Typing of simple and confuse manuscript. 20 
 Typing of orders circulars notice memoranda notes, advertisements interview letters 
appointment letter etc. Typing of bibliography. 
 Type on graph papers. 
 (c) Care and maintenances of typewriter, oiling and cleaning of the machine change of ribbon, 
minor repair work. 
 Unit 3--(a) Calculation of speed straight copy typing (GWAM, CWAMJ and NWAM and 
production typing G-PRAM and N-PRAM) and MWAM. 20 



 speed competition, Indian and word records in typing. 
 (b) personal habits and work habits, Personal appearance, willingness, promptness, initiative, 
Trust worthingess, Punctuality etc. 
 Following instructions/directions. 

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 
 

iz;ksxkRed ikB~;Øe 
¼fgUnh Vad.k½ 

iw.kkZad&400 
U;wure vad&200 

 1&dfBu 'kCnksa] eqgkojksa] okD;ksa ,oa dFkka'kks dh Vad.kA 
 2&la[;kvksa ,oa fpUgksa tks dh&cksMZ ¼Key-Board½ esa u gks] dk Vad.kA 
 3&fofHkUu vkdkj ds dkxtksa@i= 'kh"kZdksa ij fHkUu&fHkUu <axksa ds NksVs ,oa cM+s i=ksa dk Vad.kA 
 4&iksLVdkMksZa vUrnsZ'kh;&i=ksa ,oa fofHkUu izdkj ds fyQkQksa ij irksa dk Vad.kA 
 5&cgqla[;d dkyeksa ds lkFk lkjf.k;ksa dk Vad.kA 
 6&vkeU=.k&i=ksa] ehuw dkMksZa] dk;ZØeksa vkfn dk Vad.kA 
 7&pkV~Zl] xzkQ isilZ vkfn ij Vad.kA 
 8&izwQ jhfMax ,oa v'kqf);ksa dk lq/kkjA 
 9&laLFkkuksa ,oa laxBuksa esa iz;ksx fd;s tkus okys izi=ksa tSls&foi=] chtd] Vsyhxzke QkElZ] /kukns'k 

QkeZ] izkfIr Lohd`fr dkMZ] psd bR;kfn ij Vad.kA 
 10&foHkwf"kr ik.Mqfyfi;ksa ds Vad.kA 
 11&LVsfUly dkVukA 
 12&Vkbi e'khu ij izfrosnuksa] lw{eksa bR;kfn dk dEikst djukA 
 13&fjcu dks cnyukA 
 14&Vkbi e'khu dh lQkbZ ,oa rsy nsukA 
 15&NksVs&NksVs ejEer dk;Z djukA 

Practicals 
ENGLISH TYPEWRITING 

 1--Proof reading and corrections of errors. 
 2--Typing on forms used in institutions and organisations like bills, invoices, telegram form. 
 (a) M.O., acknowledgement cards, cheque etc. 
 3--Typing from confused manuscript. 
 4--Cutting the stencil. 
 5--Composing reports, minutes, etc. at the typewriters. 
 6--Changing of ribbon. 
 7--Oiling and cleaning the machine. 
 8--Minor repair work. 

iz;ksxkRed ijh{kk gsrq vad foHkktu 
1-  okg~; ijh{kd }kjk ijh{kk 200  vad 
 lwph ^d* ls 40 vad 
 lwph ^[k* ls 60 vad 
 lwph ^x* ls 60 vad 
 ekSf[kd ,oa fjdkMZ 40 vad 
2- vkUrfjd ijh{kd                             
¼d½ l=h; dk;Z 100 vad 
 l=h; dk;Z dk foHkktu mifLFkfr ,oa vuq'kklu 10 vad 
 fyf[kr dk;Z 20 vad 
 nks o"kksZa esa 5 VsLV ds vk/kkj ij  50 vad 
 ekSf[kdh 20 vad 



  ¼[k½ vkS|ksfxd laLFkkuksa vFkok dk;kZy;ksa }kjk iznRr Js.kh ds vk/kkj ij 100 vadA 
Vhi& 
 1&iz;ksxkRed ijh{kk esa mRrh.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&LFky dk p;u djuk gksxk vkSj ,d dk;Z&LFky ij 4 ;k 5 Nk= 
gh ,d le; ij izf'k{k.k izkIr djsaxsA 
 3&,d jkstxkj ¼tkc½ ls lEcfU/kr fofHkUu izdkj ds dk;ksZa dk voyksdu djds Nk=ksa ls mu dk;ksZa dks 
djkuk gS ftlls mls 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 ds :i esa ifjf.kr djuk 
gSA 
 4&dk;Z dk fujh{k.k v/;kid rFkk Lokeh ¼bEIyk;j½ }kjk fd;k tk;sxkA ijh{k.k dk;Z v/;kid@Lokeh 
¼bEIyk;j½ dh vuq'kalk ds vk/kkj ij fd;k tk;sxkA ;g 200 vad dk gksxkA okg~; ijh{kd }kjk 'ks"k 200 vad 
esa ijh{k.k fd;k tk;sxkA 
 5&izR;sd Nk= iz;ksxkRed dk;ksZa dk iw.kZ ys[kk j[ksxk ftls okg~; ijh{kd ijh{k.k dk;Z djrs le; /;ku 
esa j[ksxkA 
 6&Nk=ksa dks Nk=&òfRr nsus dk izko/kku gksuk pkfg;sA 
 7&Nk=ksa dks dk;ZLFky ij iw.kZ le; rd jguk pkfg;sA mUgsa izfrfnu fo|ky; vkus ;k tkus dh 
vko';drk ugha gSA 
laLrqr iqLrdsa %& 
Øekad iqLrd dk uke ys[kd dk uke izdk'kd dk uke ,oa irk ewY; laLdj.k  

1 2 3 4 5 6 
1- vuqie Vkbfiax ekLVj Jherh m"kk 

xqIrk 
vuqie izdk'kd] f'kodqVh] 
bykgkckn 

6-00 1989 

2- fgUnh Vkbfiax jkbfVax ]] fo".kq vkVZ izsl] bykgkckn 12-00 1987 
3- fgUnh Vkbfiax jkbfVax] 

O;kogkfjd ,oa fl)kUr 
]] lqij ifCy'klZ] y[kuÅ 12-00 1987 

4- O;kogkfjd Vad.k ]] midkj izdk'kd] vkxjk 15-00 1987 
5- lqij Vkbfiax ekLVj 

¼vaxzsth½ 
]] lqij ifCy'klZ] y[kuÅ 6-00 1988 

 
 


