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HfHTH——60 37
GATH——20 3D
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
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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.
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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.
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FIFTH PAPER

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

Typing of financial and costing statements.

(b) Typing of printed forms like invoices, bills, quotation, tenders, index cards, telegrams etc.
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of tabulation work. 15

Typing of financial and costing statements.



(b) Typing of printed forms like invoices, bills, quotation, tenders, index cards, telegrams etc.
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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
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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.
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fafer=1 waer &1 fe¥e— CALL ENDED

BT 3R I9aT 31—  LEMITED SERVICE

NO ACCESS
EMERGENCY CALL
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NO SERVICE

CALL FAILED
SEARCHING
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TH Y¥HI-UH
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3—GE AT B TG UBRAT T ST : ARAE & &, A6 06 ag A & Haq @ =99 S,
TR A Ud ST dE  ARAE T STEH], TeTardl, AR S ST, 38Uad o | 30 o
US-9F—qel
P WA @Re T YR 3

qUli% : 60
1-Ea0 O T SIS | 40 3%

o FHIHWRY W %l e Ud YREHd T |
o FRiEd H SIREH H TEar B JAET H A B |
2—FHrEeEd ¥ Tad @ YT & S | 20 3i%
® UM Hicifhar & =T aw
o FRiwT ¥ Tl @ YA F & A wd gl 3 |
- gy
g5 ¥ fos o qeril
QUi : 60
1-799 9 T (TR & g §) 20 3%



o MG AU & JHR Td AR H I (o |
o WAE & TONferd T T |
o oI X I (Electronic Counter Measures)
2—9RG I Tl Ao T S 20 3%
* WG & W& e U ongs T : IR Suaferst
® XA 1 T IFIEYN TG fop Hed

3—qRAT FRE HEH T9 Iqaeadl 20 3%
qT-TA—U=H
SRR |

qUli% : 60

1—v= (¥R) 20

o IE P AICHRIA fafEl (Emergency Method of Rescue)

o IUARESE Tol—al JiF U4 U FHad 4 Al dar &Il

o I 9aAl & FE & e (Rescue from High Ris Building) : Wrax 39 fage, ¥ e,
3 Wd & @er wax A" (Sliding Stretcher on two parallel ropes), @gl & HeR I
(Sliding Stretcher down the Iadder), fewt Ay, g @rg< EREAESIES
2—far9 (Evacuation) 20 3%

o EAE BN I HIYE & HHI ST H G WM 9 A S
o UBAIS & i WO
o foqeiual & fIT Aot U9 a% I e
3—QrEIfe g (Community Policing) 20 3%

® M ST H WMIF Y § Secl TH, i Fael U A e § gfd & wed,
T AR & g & a5k |

o I Tl Hieww H Gl 9 SR @l U Hic AfRd /ABM e & TSR B 9 FAT

qg I Yfd & A |
o TS TAl &I Al AT AH ST § TS Thel bl AT Bl ST BT |
EIRIIEE 400 3%
1—Fepead] T i /o AF a9 g /AaEarel e SiET & o & 9o Td aered
TR T TgH B A & g /IUHT /A, T /A F FEE 0 RiE TR ST |
2—[qEmd & W B A HAFI U A A § JYE ROl AT X Bred & g |
3% WA/ TN/AY A F HgE BN an SUSel 91 o, S U difed e § Hisd W
T T |
4—8E B FEM &5 e9al ° g9 H Y
6—BHE &N IREIET &, WAfE Ud s9d & A9 & STeT-S s9aT Y (3 Has o |

YR
S.No. Specifications Rate Supplier
1 2 3 4
1. | Liquid Prismatic Compass MK-ll A Rs. 6.000 ggi::SSEF(Z?tzxkia;EZ;
Rs. 75 | Surveyor General of
2. | Toposheet (Gridded) India, Hathibarkala,

Dehradun




3. | CCTV

4. | Finger Print Scanner

5. Irish Scanner

6. Face Scanner

7. Door Scanner

8. | FireParty:

a. Pocket Line-12
b. Bucket-2

c. Helmet-16

d. Fireman Axe-2

9. First Aid Kit

10. Blanket-3

11. Stretcher-5

12. | Spillers-One set

13. Torch-1

14. | Tripod-12

15. Extension Ladder 35'-One

16. | Rope-200'One

17. | Rope-100'-One

18. | Wooden Shaft-2

19. Iron Picket-2

20. Hammer-1

21. | Pulley-1 (Single Sheaf)

22. | Pulley-1 (Double Sheaf)

23. Snatch Clock-1

39 ¢ | AE-dF 99¢ & Uie 9e-U5 WY I U qem 2 | St @ [ feaq 2
LlEs I
() St
e 99 o 60 20

fadg usq o 60 20



GRIRICESIE] 60 300 20 100

g4 9T o 60 20
RELIEE I 60 20
(@) s ERIES IAoT
AR T 200
- 200 } 400 200
TR G § gedid 8 Sl H e
S.N. Practical Marks
Allotted
1 | FERE % e, O e/ W B W AE e (AR S| 50
2 T AN EU WA AEd  SURLCl/ATE Hee /AT g ¥ UgE e and 50
SUHLITT &l TS |
3 AN Y& /TR Jaee /e 3T il Hish fga a1 Hish & 50
4 | A 50

qnT .. 200

e @ qlemEl H g [Rad Uees § gAaH 20 1 AN H 33 iae o U9 ST 9E § 50
gfcister 3 T AR B |

30 gfaed &9 fhar a1 yrsasa—

RS R ER Rk
2—3T9RT Saee : e iRt @ Aftee, T geme, 8FE @ smate 99, IWoaEn
IS, S G e |

J-T- i
455 @ T ®X W o SgaT d&d (Intelligence Agencies) : 391 & e & e o
% W, S Ud qode § e SAgEnl qeel i e e |
5—ACHT GRE H AR G TSiaa b e
EESRSERG D]

1-Ea § FEad SRaH B S |
o SifgH YN & fAfy= I |

o FHEWH ¥ Al & e 4 Friad foameig do |
geT-—=gd

1-TEN ¥ T (RA & §<H #)
o TFHAT (Jamming) : TR wd faftw |
o g fRidi—fRidl Su (swereie fRidl S9™ Electronic Counter Counter Measures)

qT-TA—4=H
17 ()
o TUF 9919 &al &N, & S Fdl &N, IR a1 Bl ZT
2—fae (Evacuation)




® IRV Bl H [Eeie Ud Tl
o Ul UgH RyeH
3—gETE® AR (Community Policing)
o TEcell YT @il H TeA
* IAIRTH
o S5faRE F A fFA




(6)gs—<aIcIsd feuirsH
hE&l—12
TGAHHA—
39 ¢S H d9—dF gv¢ & Ui YIH—u4 3R YANTTHS TR W1 8rfY | 3
&1 faroT fetad 8

PUIED S IGIEd

(ep) TgTi~TH—

UorH U—UH 60 20

fgfrr gea—u= 60 20

JAT I 60 300 20 100

=gl uT—uA 60 20

JH - 60 20
(@) TARTTHE——

IR qRe 200

} 400 200
GIRUECRI] 200

Ae—RIeATIIT BT UAd foIRad UA—9= H =IAdH Il 20 qAT ANT H
33 A9 3fp Td TARTIASD IIET 50 Ufaerd Sclvlie IrHT 3Maedd ¢ |

Ui UshH
UIH Y24—uyA
(T8 A= &1 9 319)

(1) araaTis e o faegddr Ud dH— 20

—fIpTaed ARA B ATIRAR, MMBIER R AUeTR & ™Y 10eq
AT H IS R1e &7 2 | ISy R ) & o aR Aeanis
fRrer &1 g |

—— g1 R W WA, FATST Ud <97 bl o |

—AST & T[UTcHS IR B HAREd & gg g9V AR S qF1 |9
RN & Mo o ofR Rl a1 e 3R onfdfed aa=ar & o/daR | IoTR
g3 dlel 3R ASHIR & JqERI & d1F el Scd~ Al STTGeT Ifg Bl
=l |

—HFd Jed & AR uRaR $ Rl 3R F9 deavr g 9fas &
oy Hiferd iR 9raTcHe R Bl Jge a1 |




(2) WRey gdd Ao D AHTBRI—— 20
—AoH & fAfT= 9@, S9! maydar, Wit @ 91 &R & 9 'M
qrel 0T |
—ilgd & A= sraRerr H |G @ €IS, UbR Ud JE1, Ry
11, S, Yo, JETa, THiaer, g3l |l I, s, fha afe |
(3) MER TR T §RT fhd O ared TRIoR a1 faf= &
gl H AMGSd ARl & JaARI BT S | 20
AU & H U Pedl aRgRll 3R S AT uarl RS o= el |
3D AT BT =M |

30 gferera @4 fbar 11 urgged—
(6) PIdhI T dATdhelC |
(8) ®® @ Y AR IADI T HRA DI AT |

(3) MAMMR TR FIA™ gRT fhd S arel wRioR a1 fafi= &rd
g3l H AEGie USRI & 3faER] B A | AU & H U dedl axgsll AR
I AT ugrel RS o Al H o1feie Jod sffq &1 oM |

(feha ge—u=)
CENHEERSSIEN)
CIN RN )
(1) o= yoR @ feSITsAT &1 faveryor | 20
(2) aRUeT & RIS Td afTenvoT | 20
(4) fAfr= =g SISl &1 eFTT—Helg, BUR Ud IS | 20

30 ufcrerd & fdhar T UIggEA—
(3) URM® cavdeisd fSusd——cufcd vd fafi=1 g&R &1 Burs v s |
(5) a1 TR & A 3R IHABT YA |
PESERE|
(@ & X 9 HuST i)
(1) faf= ypR @ OfeT 31 fafe - 15
AR e,
fowarst ffeT (maRieRT T ST gr),
e, ST (G iR Al Aer) fafd——ar—eaiy, wpim fufer fafy
T (Bl I1fhd), fafa= 9dR & <l Ta AT |
2) SE @1 Tiev—SRRde, dRE AHs, dc, SEo Yaex, fow,

UATH / HIH ST SRNGE ST RUAT | 15
(3) faf=1 s1g @1 faf~ sl 8 SUAIRTT | 15
(G)Wtﬁs(q%ﬁ‘cm)gﬁa%QO 15

30 gfaed o9 fhar a1 yrsasa—

(4) frepf-H Toied & IR | A 91 |
(5) THACTSS A IR HIZaR AgH H URMS 9 |




gl geH—uF

(CHICISS HIUT)
(1) g8 BT IYSIT | 15
(2) fafy=1 IT=Af BT B BT AT | 15
(3) BUE & BN Ud SAfcd—dleHl, sfih aifed!, whid, 8vs UfeeT,
BUTS P H8d, BUS @ AT & 0T 9 Q19| 15
(5) Ut fFEioT ®1 fawga aouid | 15

30 Ufea ®H fHar a7 ueasda—
(4) TE——R= geR & grl @1 R 9 o= | Afesal gR1, Uy gwy,
[CIE I EN

Hf A= gt @ St &= |
g—enT RIRTE, I, @I, BRI a7 |
<gd oH IR USd H &I faevani |
=1 IRf® 918 IT% TR TR 991 |

Y g0
(@& 0T SB1E BT ga—-THm Uit

(1) BET BT ISR & WATF IR TR0 | 20
(2) a3 fHoT 3B BT gore AT | 20
(3) T O SHIE BT AT I | 20

TARTIHAS UTGUHH
(T fehar—her)
()
(1) ®ree, e, 3 & IuYdd T[5 ¥ T8, a1 BT =g+, Gdl, gucel
Ricth Wh1h, Heil WeR AT DIC |

(2) I B |
(3) R T FH=A arell Bagr § Aferd wHoT |

30 gfaed &9 fhaT a1 uIeaEd—

(4) faffr=1 YBR @ 3H1S BT YT Td RAC |




(30)gs — <HUr o) vg S

BET— 12
WoR Ye—9A
(EErarar eI aarere—|)
JfHTH 3Hh—60
FATH 3[h—20
=YY, YR AIEE TN, 91e] B R <ia o fafer | 30
2—WTEIERI BH & Wd—yde gfed, 9og T AEieR |AYT &1 <90 ¥ | 30
e ver—u=
(@Eramar qor erareTe—|l)
JfHTH 3Hch—60
FATH 3{h—20
1—HFA W3 &7 AT T SMeRyT, 999 3791, Ru—uall &l 799 Td e | 40
2—SHET AT YUTTell SR, &3 Td fasha Mara, <3 9dt va ura fde | 20
T ge—uH
(@E® Td BTad G6H)
JfHTH 3Hch—60
GATH 3[h—20
1—HTITT SUHHA—, Fad, IUBHR | 30
2—fAUUE & ATEIH—-AId AR, B AR, ST ghH, [ WUSR, S1h §RT AR | 30
geT-9a
(T 2= I i)
JfHTH 3h—60
FATH 3[ch—20
SHE—1— 20

e Brea—ReT b1 gl e Red de d uRads &1, [vgawg @ b wu | gaikerd
PRAL, G ST Ud AMEA 5 gRT GUR, AW~ UHR & IuSR0N BT TINT SH—LI5ed U, T,
TwIC U4 BHIER @IiC |

SHIE—3— 20
<18y fHd g UUA @1 T T0ME1, T RRIRGT Td 8131 ®f 4R Ud [deg Shor & Rare &1 S04
BT |

T4 20

<Hhed & AR BRI U4 AT, AfRITT JoT—=aT, edl d A= Bl uTel |
Ae—s9 U3 H ddd dgide (oflRea) uea qu IR sy 9909 &1 WINT YIRS xer |
& far S 2

Jad 993
(E@or 2=t 7 i)
JfHTH 3h—60
FATH 3[ch—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.

30 gfaed &9 fhar a1 yrsasa—

TorH YI—UH
3-WRAR FeIGTdT Ugfd & Agifad sreas iR afgal &1 93T |

g vz
1—HHT B AT @I (HF ATAFTIH, 1956 & ITTAR)

A g
3—drota (qEft don fagel) den faw! farer R &= |

et et
TIIE—2-

gfad UReul BT ShUT o diofe, f[da, e, Susy, ar anfe |
TI8Y WY W AEaR <gY &A1, <0 [y g fawa & <18y & |
Jad 993
(b) personal habits and work habits, Personal appearance, willingness, promptness,
initiative, Trust worthingess, Punctuality etc.
Following instructions/directions.




(26) g=—fquur qerr faswy welr
T YTIH

(@Eramar qerm aarere—I)

B TH—60 b
GATH——20 3D
1——UYUT HYT AIEW W, e fRard iR sfia gerem fafe | 20
2——VRRER BH & Wi——Yd9, g, Jog T AR JHIT &) <97 # | 20
fadg ge—u=
@& T dErRrE—I)
HfeBTH—60 b
GATH——20 3D
1——HH] Td—— AT BT FIHT TAT TSRO, G, 3797 0 U3l BT FFHA Uq Me ol b
JfTH @ (HFT STAIH, 1956 & STAR) | 20
2——FPHexT oAl YuTTel! | 20
3——YUR HI—dha Mara T (g a vd ura fdar @ |fzq) | 20
A g -
(@neRe vd Hratey |iTee)
B TH—60 b
GATH—20 3D
1——HTITAT JUBRYT, 57, qoId, YD | 30
2——fJeRT & WeYH, oA AR, FEdR AR, ST g, TR IUER, S/ §RT ATIR | 30
=g U—uA
(fAyo=r qen fasva &e)
B TH—60 b
FATHA—20 3D
(1) SN fAuor e & IV TAT IRBR §RT IR T $H&H (FIasi-d [IaRoT Yorel], Hoel
T qem |1eA) | 15
(2) 3irEnfire faaRoT &1 Taegedr Ud dgcd a2l faf= gge] | 15
(3) 3frEnfire fauvs & fafi=T aifdrasoT | 15

(4) wE@YE SienfTe SdTeAl &1 fayoM, Wie, @l 9o S| Ud ] | 15



9 Y=

(fAyo=r qen fasva &e)

JAMBTH——60 3D
FATH—20 3D
(1) =it fagmos &1 e, sy AR & AEw@, fasa & onfdie v |mifoie w8 | 20
(2) fauore & A7 | 20
(3) fafi=1 R &1 fasmu= uforll & Gy vd A | 20

30 gfderd oA fhar a1 yrgasH—

TorH YA

(@Eramar qerm aarere—I)

3——9RARI 981 W1 UG & AGI b AT AR (AT BT T3 |
fedg gs—u=
UTSAHH HH B B BRI HH el [HdT ST el |
A g -
3—dore Qe qor fas=h) dor 9w f[qavo R &= |

e e
(5) faa fagom, foaig Nfa, fafa ofear, faa faovm @ 99, Hafa aweE den
ERERGN
I T HeA |
T 994

(4) SUMTRIT HRETOT Y& THOIAROSIOW0 Vae & Hav H |

(5) IR RUTe @ It g fHafa |
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