FOR UP CLASS 12 PREPARATION

UP Board Class 12
Syllabus 2027 Trade 23
Shorthand &
Typewriting

E YEAR TYPE
UP Class 12 2027 Syllabus



https://aglasem.com

UP Board Class 12 Syllabus 2027 Trade 23 Shorthand & Typewriting

aglasem.com

Qe TF—2026—27
(23) ce—amygfafd gd Saor
HET— 12

TSI B SUAAT——

YA Td SHUT YU BT AT PR & SR BIF [T+ YR B ISR TG DR Al o——

(1) 999 ISTR——3MfAfies, <HYl, Afeda dfe@, Mo |fd, dEfad d8hed, Fdd
forfies ua €1, Teto $10 Hio, Jo L0 o (TR U WRBNI, 3G TGN Yd AT Gl #) |

(2) TRISR——(31) ARG GAM (SHUT Ud AYfer), (@M afdra e (Shor va
ggferfiaxor qer Jferarel o) |

1—BTA BT MG T § YA 1d SHT & FE BT S AT |

2——BTAl # MY oRE, U8+ Ud HUR B DI & BT [AHT BT |

3——BTAl H THU B DI & B [ABRT HRAL, ARIRY AvI—a%] 95 difera], faff= yeR &
I H Uad U0 AR U Uil vd ursae, STgiiiT onf |

4—BTE # AfFTTd 1d S edl & 9@ AT |

5——BTE H SHU Bl 40 TE Ui A Td gfelld &1 120 e Ui fAe &1 7 &1 fddRT &= |

6——BTAl Bl IAYFh HITTT ATTANIS G4 Ud fAfder Torr @rasTReba &1 sradrel BRI |

7—BHEl B I IR T B & ol TIR BT |

qIGAHA—
quries SlIEE
(@) dg~Ho—
Y Y—UF—deIEnar a7 ol IreE——| 60 20
fgda ue—va—a2rardr a1 R —|| 60 20
T URA—UF— IS Ud BRI |16 60 300 20 100
Fgd  UT-UF——aMEfIU Td  THUT U 60 20
Jeqar Bt
TOH  gei-uA——3MYfer ud <dur f2el A 60 20
IS
(@) TARTHG—
IR Tl 200
} 400 200
CIECRCRI 200

TO——Renffal & g forRaq gea—u= § ~gAaq Swivifd 20 T InT # 33 gfiee fd 14
YARTIHSG TR 50 URIerd SiToTid 9T Ma9Id © |

A Y-
(@ErEmar R dErmrE—I)
JAMTHTA——60 3B
GATH——20 b
1——UYY], YT e W, dTe], 376 IR SiRAd Y fafer | 20
2——VTIER BH & Wii——ua9T, (g, g qom ATsieRY O &) q9 H | 20
3——ARUY TR UGl & dgiiid JeIIT AR dfzdl 1 T | 20
fgdg g —a=
(€ Erar qen o — 1)
B TH——60 iH
GATH——20 b
1——FHFAT GTd—— AT BT AT qAT AMER0T, 9199, M RO & RH9 gd 2es, S
& 31f~H @I (HeT I, 1956 & STHR) | 40
2——8HE] ol YoTTetl | 10

For more Question Papers, Sample Papers, Notes & Syllabus visit aglasem.com

Page 1 of 5


https://aglasem.com

UP Board Class 12 Syllabus 2027 Trade 23 Shorthand & Typewriting

aglasem.com

3SR % fasa e (@9 9 vd ura faer @ra afa) | 10
T g
(@TaAIP T BT )
JAMTHTA——60 b
FATH—20 3fb
1——Cblqclc'1€4 JSUDU[——2IH, GI‘CK‘I/\%LMNUI [ 20
2——TIeRT & ATl AUR, FedR AR, HIeT g, R 9USR, S1% §RT MR | 20
3—doid (<R qer facel) den fawm) R TaR &R | 20
S RARE
(@mgferfd ga Saor (=)
JNMTHTA——60 3D
FATH—20 b
SHIS—11——3I Ud JRIER AR, ], ATTEIRG—IF | 20

2——Td 9T Ud gfersy vl verd |
3—YIRAT I UG, TIRATUGT T, TR IR 9T, fafi=T TR &) ot Her T ok |

FPIs—21—TR Td U=l & A9, YT HRAIRIT Trearded | 20
2—— 3RS I TaedT |
3——PeT faumT, wWrey faurT gwel Tl |

FPIs—31——-I1T fIUTT Ud qTeTeR Avsel =l Toi | 20

2—— g, F1&T3 3Mfe Fr=l Yol |
3T ey el uer |
Ae—dddt Agifad T & g8 SRAT| T8y 7 &1 WIN dael RINTEd Wl # & f5ar SRem |
g yT-uA
W 3US TISU (3fUsi)
JNMTHTA——60 3D
FATH—20 3fb
Unit 1—Business Phrases, Insurances, Banking, Railway, Stock booking and shipping
phrases etc. 10
Unit 2—Technical Theological, Political phrases, Phrases used in other walk of life
special words. 10
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, notingr confidential matter filling of various kinds of
proformas used in organizations and institution. 20
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
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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.

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

For more Question Papers, Sample Papers, Notes & Syllabus visit aglasem.com

Page 3 of 5


https://aglasem.com

UP Board Class 12 Syllabus 2027 Trade 23 Shorthand & Typewriting

aglasem.com

mixed punctuations. 15
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. 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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SR |
TG UTGIhH

qurih——400
GATH——3 200
1——HATerd Aefl——Hraferd B FeE A g o, SHU R I SrgAlad BT Ud <fdhd
AR B FEER Bg IRdd AT |
2——3Mgferf SMuferl vd Svr I=5 WR 3Fare BT, SHUT IF WR IIFAIE HR+ WR IRy gef AT
fem s |
33— forgl, foRiy v, wres gedi, araaren (RraH S=a araaier enfie) & amgferf # foraem
g 3gdre b7 |
4——argfrfy ufeeesr vd sxfelfaa o /gfad AT &1 Bl gRT fEaced <]
5——3MeIfeIfy et ®I 3gaTad 81 & dI8 I WR I8 oM R BIgdd SR |

THI YANTTHS
1——faufia argfaftal | <@
2——X =T HIeT |
3——<r3y M W yfdded /el sIfe dl Hrr & |
4——RET B AT

5——=argy ¥9fi9 &1 TBIS Ug dof 1|
6——DBIC—BIC AT BRI HAT |

WINTCHS UE 2g 3 e
1——q18g WieTd gIRT e 200
SIS 40
ISR 60
T 60
ARg® vd Rars 40
2——3<IR® WIeTh gRI 200
(@) T3 et 100
AR BRI BT T
YR LA 10
forRaa &t 20
<1 a9t # 5 <¥e ford SR 50
AiRa® 20
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