CBSE | DEPARTMENT OF SKILL EDUCATION
CURRICULUM FOR SESSION 2021-2022

ety (fe=<) (826)

SHORTHAND (HINDI) (Subject Code-826)
g Rt ARl / BRIUTAd  FEAH

JOB ROLE: STENOGRAPHER/ EXECUTIVE ASSISTANT

CLASS - Xl & XlI

The students are enabled to complete the Shorthand course. Shorthand writers are
employed on the various posts such as Stenographers, Personal Assistants (PAs), Senior
Personal Assistants (SPAs). Private Secretaries (PSs), Reporters in State Legislatures
and in both the Houses of Parliament, and Press Reporters all over the world. Shorthand
knowing persons are employed in large numbers and this subject has been recognized in

every part of the world.

SCHEME OF STUDIES:

This course is a planned sequence of instructions consisting of Units meant for developing

employability and Skills competencies of students of Class XlI and Xl opting for Skills

subject along with other subjects. The unit-wise distribution of hours and marks is as

follows:
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SHORTHAND - HINDI (Subject Code-826)

CLASS -XI (SESSION 2021-2022)
Total Marks: 100 (Theory - 60 + Practical - 40)

NO. OF HOURS MAX. MARKS
TERM UNITS for Theory and for Theory and
Practical Practical

Employability Skills

-1 Unit 1 : Communication Skills-II 10

(TERM 1) | Unit 2 : Self-Management Skills-IlI 10

Unit 3 : ICT Skills-Ill 10

A1 Unit 4 : Entrepreneurial Skills-1l| 15

(TERM ) | Unit 5 : Green Skills-IlI 05

Total 50

Subject Specific Skills Practical

NES! e 1 amgfeft &1 aR=r 02

(TERM ) | 3ffe 2: @ivr Y@ T4 37l e 05

e 3 TR 08

(e 4: |ivdl Td U 08

e 5 T (67) 03

NEmE! e 5 T (3 05

(TERM ) | yfe 6 qofes waa- -5 &, 'd ‘&'

T H A

e 7: Uit e 08

JE 8: WR Gehel AT ATTID VR 03

e o &I (Fgev) vd saferm (Gom) @

frm

e 10: Al e AR IR 10

Total 90

08

30

Practical Work

Practical Examination
Written Test

Viva Voce

Total

Project Work/ Field Visit/
Practical File/ Student
Portfolio

Total

GRAND TOTAL
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DETAILED CURRICULUM FOR CLASS XI

Part-A: EMPLOYABILITY SKILLS

Units Duration in Hours

Unit 1: Communication Skills-III 10

Unit 2: Self-Management Skills-1lI 10

Unit 3: Information and Communication Technology Skills-IlI 10

Unit 4: Entrepreneurial Skills-IlI 15
Unit 5: Green Skills-llI 05

TOTAL DURATION 50

NOTE: For Detailed Curriculum/ Topics to be covered under Part A: Employability
Skills can be downloaded from CBSE website.

PART B: SUBJECT SPECIFIC SKILLS:
» e 1: angferlt &1 uRey
» T 2 T &N @ a1 e
> e 3 ®R
> e 4 afdet vd o
> gfic 5 g (31
> T 6 THfeqd Fahd— 8, T, ‘A’ T W@ A B YN
» e 7: AfS aaeH

» AT 8 WR Hal AT LI W
» e o BT (SFgaxvr) vd safer (M) & fm
» e 10: AIe forg T 3R argare
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UNIT/ TOPICS/ SUB-TOPICS

e 1. eIy o1 aR=g

1.1 o= aggferfd o1 fawra

12 mgferf @t aref

1.3 AMYfI o1 Ae

14 MYFIY forac 9T AR oikge ArEll, JRIfIfUs & 98+ @ ReIfd vd dariie

15 MYfetlie & Smaead ToT

e 2. o XET TE S1aT e
21 9 1 3 Td TR

311 f9vg T ST ¥ <ifdhd T ST aTel &RI T Ya—yerd el
312 NGERT H R a3l BT I

312 o "I T 9" B R @

313 TR B Y ITER I R =T G T

314 T ASHI @ §19 R Aad U4 Aol B fored BT I

A
A

It fueg, PR® P ffdd vd gdm
320 I o @1 o
320 U fuRl @ oneT @ fafdy
3 9
34 fewa® wd Brafe wR
35 fgeala wd Rreafie A
36 doud oA (-3, § o T g
37 Gl T

Irc 4 Gfdd @ gu
44 qd (Bler alk ¥
42 qu (Bler ik )
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UNIT/ TOPICS/ SUB-TOPICS

s g (B)
51 URM®G §F RS T A §H @ WM
5.2 31T & T, "9 3R "I B {0 §F 1 WM
53 B 3R g I Al
54 'Y gF B YA

e 6. dPleTd Had-—, ‘T, ‘T, T W@ T I W

64 HUR W AT T 1K ¥ HUR B AR foRy W4 arell -8 ' @ 3 3@ Bl fora"® fH
62 HUR A A T A W HUR Bl IR forg 9 arelt g ¥ of o &

63 SHUR W A1 T A1 HUR DI IR forg S arent ‘@ a1 @ forgw & e

6.4 HUR 3R A BT AR fordl W arell "I 4 & |

ey e Jow

IR TaY Haxd a1 AP TR

81 IRMG Ta AW R B ARG

82 IR T4 A~ @od @l Aol

83 YRl &1 Wod fobd Rufal # S1a =T Ay

e 9. T () W@ SaaT (GToE) @ R
9.1 T & fom
9.1.1 3¢ Yl Bl M

9.1.2 BIT 1o # aware

913 T ¥ BT & frw & g
92 Tl & 1™

921 ST NG FT I

922 wafer 4 ¥ ayarg
923 T H el & fr @ Jm

e 10 A o ok aaR o

TOTAL MARKS
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e i —Agifde uhar 91 g™ ol oell e fag aiRa areaesd & ue gu S,
ST oY, 79 U4 <I" IR dTel 8R1 | Hgiidd aRIeT 60 IJdbl @bT BRI |
ARING
MEEIRG SR JRAEANT & JFI<IH IS & AR HIAT ST |
- geR, e MR, | faen # gfafd &1 A1e geb uR Mg BRI gsall <ded 8T |

2- OB dig Rl BT AN, v foeg, s &1 faufadd vd ad=m™, areaier, fgeafse wd Brafae
TIRI T TANT RIEmar QT |

Afbd U @ S BT TSI ST H IITH HRIAT ST |

URMH Ud AfTH gb, dbfcud Havd, AT ST IS DT AT HRIAT SITYIT | B IR

P fSFIF THY STBI B BIEH/BET A UgdH BT AT HRIAT ST | 8 IIR-TT BT

[SFee BT UlTelRgd HFYSR UR HRIAT ST |

ST Ud SdfeiT & fFHEl &1 TexTs I 3ATH BT ST | fFafda wg 3 urel &) feaes™

dIADbY SAhl eI d 3P gfiegs o) 3R %a' DT ITOAT DI \J‘II'\”‘I\l | fFrafaa svamT @ Ehl

gfreiRgql &) BTeol AT SN ST IR UR gNIeldh gIRT 3fh U= fbu ST |

ORIETT Ugf —ATIsTRe TR BT 29 U3 Nieh gRT 9 UopR | GarR faar s |

fSacer 40 vrem Uiy e a1 1fd & (@ Tes 200) = fAqe #§ & Sedl, e foramd=on
YR UR fHAT ST |

g s Ud araier forgs &5 U fSaedr |
Afge oeT

ATAEIRS BIsd 9915 ST TAT URIeTdh Bl 3T U B 8 Qs STyl |

FasiRe—uKeas & fog fder
W 3 He 3B 40
Sifg 1: f¥ace 40 vrem Ufd e &1 Ifd & (@a 2= 200) ui= fBFe 7 & SeEf, s
[OTRATARYT H¥gex UR fhaT ST |

Sitd 2: vTeg fors ud araaier forgs & s e |
Sitg 3: HIRgd TxleT

Site 4: HTI8IRE® HIgd

dle: AEERE IR g™ 8 9 gd el & ey & amsrw vd o= gg 10 fAee
T FHY faar  SEr =@nfEv |
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SHORTHAND - HINDI (Subject Code-826)

CLASS -XIlI (SESSION 2021-2022)
Total Marks: 100 (Theory - 60 + Practical - 40)

NO. OF HOURS | MAX. MARKS
TERM UNITS for Theory and | for Theory and

Practical Practical

Employability Skills

Communication Skills-1V 10
W31 Unit 2 : Self-Management Skills- IV 10

(TERM 1)
Unit 3 : ICT Skills- IV 10

32 Unit 4 : Entrepreneurial Skills- IV 15
(TERMII) | Unit 5 : Green Skills- IV 05

50

Subject Specific Skills Practical

W1 | A 1 Ul w§ uRE 10

(TERM ) | gfiie 2 Wi« wad (@IqaerH), =i @l
faRly §di vd@ ¥@y 10

gfe 3: wsl 4 @l JAI (3eX da@wr) 06

e 40 WM v, HAl, AT, faw,

-2 feriia vee, woal v @ wedl, W)
(TERM) | foef & < donm wies famel @ fawfea wfd
w9 qrqien @ g |

gf1e 5: Tl ST YdolW {d DT
feraraxor

gfiie 6: AGEIRIS U3 U9 SAdT foramavor

Total

Practical Work

Practical Examination

Written Test

Viva Voce

Project Work / Field Visit /
Practical File / Student Portfolio

Total 10

GRAND TOTAL 100
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DETAILED CURRICULUM FOR CLASS Xii

PART A: EMPLOYABILITY SKILLS

Units Duration in Hours

Unit 1: Communication Skills-I1V 10

Unit 2: Self-management Skills-1V 10

Unit 3: Information and Communication Technology Skills-IV 10

Unit 4: Entrepreneurial Skills-IV 15

Unit 5: Green Skills-1V 05

TOTAL DURATION 50

NOTE: Detailed Curriculum/ Topics to be covered under Part A: Employability
Skills can be downloaded from CBSE website.

PART B: SUBJECT SPECIFIC SKILLS:
> e 1: Suad U4 gy
T 2: WG WDd (Fg9eM), WKl DI IRy i gAY

Ife 3: Wkl 4 BIC PN (g dFH)

Ife 4 QM geAm, w0, T, fawm, faami v, ot U9 g wewl, W,
fol & ™ don foeel 9 fowfea wfeq wdaml g araaiel & 4@ |

If7e 5: JTHW]T $T Yaci@ TG TP ferraror

JfIc 6: AT U3 T Sd1 fer@aravo
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UNIT/ TOPICS/ SUB-TOPICS

e 1. Sual wd yen
1-1 SUE UG yay &1 ek

Ifie 2. Wit dad (Fg M), vl &) faRiy gt vd =AY
2-1 dftra dad vd sue fam
2-2 ¥l @I faely gfl—TeRI® qAT 3 ¥
2-3 wegral &1 Imferf 4 fow yoR fawr wmar 2

e 3. wskl A dIe YA (32X )
3 ®Ie & fm
32 OlS dlcdl ¥sc AT & IR YINT ¥ 3 drel e

e 4: M ugaM, W41, gATed, faun, furia e, oAl wd yge wesl,  wel,
fet & am don v fuwel 9 fawfaa wfea wdarl 9 arearal & g |

Ifre 5. ATWIT &1 Ydod@ U4 ST feraiavvr

e 6. @@Ele v3 td ST foa@rave
6-1 <aEEIe A

6-2 wEuife U3 @& faff=r W

6-3 curauifyie uAl @t fafr= e
6-4 carauie uAl &1 fer@iavor

TOTAL MARKS
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wWen ygfa: dgifas war dis gr1 off sl o fay FeiRa wreaes 4@ ae g8
SR, ot @Y, 7| Ud 4" S drd @1 | dgifae wer 60 dl B
B |

W 3 °e
. SUET U9 YAl BT IJRATH HIAT |
. i< god, vl @ faRY gdl @ 4@Rl @ sl [AEe) JRIrg B |
. BIE D YA BT IR ST & gRT ST

. g 4 fed v el @ aifaRed wm—ufemni 9 fske™ &1 80 v yfd fie wr fa@ax
HIYCR W SHG] (AR BT ARTH BRAT |

. AuRs Al @l s 60 wes ufy fie @1 wafd 4 A1 iR ey W) 39 | w9 d
fTRITaRvT ST |

. ST Yl 4§ q1 wcds Al 94 [$FCeM A1 3R I9dT HRYex W fA=iaRv b7 |

e ugh:
ATaeiRG wWier FgiRd aF sl & JUR 91 Wiasd gRI ol Sgf |

$ gdd@d 5 fie &1, 80 wes ufd fdie @1 fd @ G 400 vl &1 [ddw (Te @
HFACY R <IY I+ 9 fawrdvor & fag fafRa wwa —so0 fime)

Uh AEAI® A Sl T 180 ¥sal &1 &I, 3 fise & qiar e, 60 ¥sg ufa fise &t wfa
q (fercaiarer w9 @ 30 fiFe)

Hifgs wder

ARG BIsad

e fodl ff Raafa o, faemeflt &1 uw vz 98 fear smom |
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