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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. 

 
Class XI (2019-20) 

 
Total Marks: 100 (Theory-60+Practical-40) 
   

SCHEME OF UNITS  
 
This course is a planned sequence of instructions consisting of units meant for developing 
employability and vocational competencies of students of Class XI opting for vocational subject 
along with general education subjects.  The unit-wise distribution of hours and marks for class XI 
is as follow: 
 

                                                                            Shorthand-Hindi (826) CLASS XI session 2019-20 

 Units No. of Hours for Theory 
and Practical 260 

Max. Marks for Theory 
and Practical  100 

Part A Employability Skills   

 Unit 1 : Communication Skills-III 10 10 

 Unit 2 : Self-Management Skills-III 10 

 Unit 3 : Information and Communication 
Technology Skills-III 

10 

 Unit 4 : Entrepreneurial Skills-III 15 

 Unit 5 : Green Skills-III 05 

 Total 50 10 

Part B  Theory 
Periods 

Practical 
Periods 

 

 ;wfuV 1- vk”kqfyfi dk ifjp; 05 02 03 

 ;wfuV 2- O;aaaaaa atu js[kk,a ,oa mudk 

feyku 10 05 05 

 ;wfuV 3- Loj  15 08 07 

 ;wfuV 4-   lfdZy ,oa ywi  15 08 07 

 ;wfuV 5-   gqDl ¼vadq”k½ 15 08 07 

 ;wfuV 6- oSdfYid ladsr& ßj&M+]Þ ß 

<Þ+] ßy  ßgÞ ,oa ß”k Þdk iz;ksx  10 08 03 

 ;wfuV 7- ;kSfxd O;atu  10 08 05 

 ;wfuV 8- Loj ladsr rFkk vko”;d Loj  10 03 03 

 ;wfuV 9- gkfoZax ¼v)Zdj.k½ ,oa Mcfyax 

¼f}xq.ku½ ds fu;e  15 30 07 



 ;wfuV 10-uksV fy[kuk vkSj vuqokn 

fyI;karj.k  15 10 03 

  120 90 50 

Part C Practical Work    

 Practical Examination   15 

 Written Test   10 

 Viva Voce   05 

 Total   30 

Part D Project Work/Field Visit    

 Practical File/ Student Portfolio   10 

 Total 120+90+50  10 

 Grand Total 260  100 
 

Note:-Detailed Curriculum/ Topics to be covered under employability skill can be 
downloaded from CBSE website.   

 

भाग (ब)       

;wfuV  1- vk”kqfyfi dk ifjp;                                      3 

 

1-1   fgUnh vk”kqfyfi dk fodkl 

  1-2 vk”kqfyfi dk vFkZ  

  1-3 vk”kqfyfi dk egRo  

1-4 vk”kqfyfi fy[krs le; vko”;d ys[ku lkexzh] vk”kqfyfid 

ds cSBus dh fLFkfr ,oa rduhd  

   1-5    vk”kqfyfid ds vko”;d xq.k 

 

;wfuV  2- O;atu js[kk,a ,oa mudk feyku                             5 

  2-1   O;atu dk vFkZ ,oa oxhZdj.k 

  2-2   js[kk{kjksa dk feyku 

 



;wfuV  3- Loj                                                    7 

 3-1   Loj dk vFkZ 

3-1-1  fcUnq rFkk MS”k ls vafdr fd, tkus okys Lojksa dk i`Fkd&i`Fkd 

oxhZdj.k  

       3-1-2  js[kk{kjksa esa Loj /ofu;ksa dk LFkku  

       3-1-3  O;atu Þ;ß ,oa  Þoß dh Loj /ofu  

       3-1-4  Lojksa ds lkFk vuqLokj vkus ij fo”ks"k ladsr yxkuk  

       3-1-5  nks O;atuksa ds chp Loj ladsr ,oa O;atuksa ds fy[kus dk LFkku 

3-2   “kCn fpUg] dkjd dh foHkfDr ,oa loZuke 

 

       3-2-1  “kCn fpUg dk vFkZ  

       3-2-2  “kCn fpUgksa ds vH;kl dh fof/k  

3-3     okD;ka”k 

3-4     f}/ofud ,oa f=/ofud Loj  

3-5     f}/ofud ,oa f=/ofud ek=k,a 

3-6     oSdfYid ladsr ¼j&M+] <+] y rFkk g½ 

3-7     laf{kIr Þoß  

;wfuV   4-   lfdZy ,oa ywi                                          7 

4-1    o`Rr ¼NksVk vkSj cM+k½ 

4-2    ywi  ¼NksVk vkSj cM+k½ 

;wfuV   5-   gqDl ¼vadq”k½                                           7 



5-1    izkjafHkd gqd Þj&M+ß ,oa Þyß gqd dk iz;ksx  

5-2    vfUre gqd Þu&.kß] Þoß vkSj Þ;ß ds fy, gqd dk iz;ksx  

5-3    gqd vkSj o`Rr dk esy  

5-4    Þ”ku gqdß dk iz;ksx  

;wfuV 6-  oSdfYid ladsr&Þj&M+ß] Þ<+ß] Þyß] Þgß ,oa Þ”kß dk iz;ksx         3 

 6-1  Åij ls uhps o uhps ls Åij dh vksj fy[ks tkus okyh +ßj&M Þ ,oa Þ<+ß  

js[kk dks fy[kus ds fu;e  

 6-2  Åij ls uhps o uhps ls Åij dh vksj fy[ks tkus okyh Þgß  

      js[kk dks fy[kus ds fu;e  

 6-3  Åij ls uhps o uhps ls Åij dh vksj fy[ks tkus okyh Þyß  

      js[kk dks fy[kus ds fu;e  

 6-4  Åij vkSj uhps dh vksj fy[kh tkus okyh Þ”kß js[kk ds fu;e  

;wfuV   7-   ;kSfxd O;atu                                          5 

 

;wfuV   8-   Loj ladsr rFkk vko”;d Loj                            3 

 

8-1  vkjfEHkd ,oa vfUre Loj dh ekStwnxh  

8-2  vkjfEHkd ,oa vfUre O;atu dh ekStwnxh  

8-3  Lojksa dk ladsr fdu fLFkfr;ksssa esa vo”; djuk pkfg,  

 

;wfuV   9-   gkfoZax ¼v)Zdj.k½ ,oa Mcfyax ¼f}xq.ku½ ds fu;e            7 

9-1  gkfoZx ds fu;e  



         9-1-1 v)Z js[kkvksa dk LFkku  

         9-1-2 gkfoZax fu;e esa viokn  

         9-1-3 okD;ka”kksa esa gkfoZax ds fu;e dk iz;ksx  

 

9-2  Mcfyax ds fu;e 

         9-2-1 Mcy js[kkvksa dk LFkku  

         9-2-2 Mcfyax fu;e esa viokn  

         9-2-3 okD;ka”kksa esa Mcfyax ds fu;e dk iz;ksx 

;wfuV   10-  uksV fy[kuk vkSj vuqokn fyI;karj.k                     3 

 

¼lsS)kafrd½ 

Ikjh{kk i)fr %&lsS)kafrd ijh{kk cksMZ }kjk yh tk,xh ftlds fy, fu/kkZfjr    

ikB~;dze ls iz”u iwNs tk,axs] tks y?kq] e/;e ,oa nh?kZ mRrj 

okys gksaxsA lS)kafrd ijh{kk 60 vdksa dh gksxhA      

    

   

O;kogkfjd 

O;kogkfjd dk;Z vk”kqfyfi ds lS)kfUrd ikBksa ds vuqlkj djk;k tk,xkA  

1-   lqUnj] lgh vkdkj] lgh fn”kk esa vk”kqfyfi dh uksV cqd ij vk”kqys[ku 

djkuk igyk y{; gksxk A  

2-    blds ckn Lojksa dk iz;ksx] “kCn fpUg] dk;Z dh foHkfDr ,oa loZuke]    

okD;ka”k] f}/ofud ,oa f=/ofud Lojksa dk iz;ksx fl[kk;k tk,xkA   
 

3-     lfdZy ,oa ywi vkfn dk lgh <ax ls vH;kl djk;k tk,xkA 



4- izkjfEHkd ,oa vfUre gqd] oSdfYid ladsr] ;kSfxd O;atu vkfn dk  

vH;kl djk;k tk,xkA gj vH;kl dh fMDVs”ku nsdj mudks gj 

Nk=@Nk=k ls i<+okus dk vH;kl djk;k tk,xkA gj vH;kl dh fMDVs”ku 

dk izfrys[ku dEI;wVj ij djk;k tk,xkA  
 

5-       gkfoZax ,oa Mcfyax ds fu;eksa dk xgjkbZ ls vH;kl djk;k tk,xkA fu;fer 

:i ls ikBksa dh fMDVs”ku cksydj mudks i<+us o muds izfrys[ku ij 

v”kqf);ksa dh x.kuk dh tk,xh A fu;fer vH;kl ds bu izfrys[kuksa dh 

QkbZy j[kh tk,xh ftuds vk/kkj ij ijh{kd }kjk vad iznku fd, tk,axsA  

ijh{kk i)fr %&O;kogkfjd ijh{kk dk iz”u i= ijh{kd }kjk fuEu izdkj ls rS;kj 

fd;k tk,xkA      

1- fMDVs”ku 40 “kCn izfr feuV dh xfr ls ¼dqy “kCn 200½ ikap feuV esa nh 

tk,xh] ftldk fyI;karj.k dEI;wVj ij fd;k tk,xkA           

2- “kCn fpUg ,oa okD;ka”k fy[kus dh ,d fMDVs”kuA    

3- eksSf[kd ijh{kk 

4- O;kogkfjd Qkby cukbZ tk,xha rFkk ijh{kd dks vad iznku djus gsrq 

fn[kkbZ tk,xhA                         

  

O;kogkfjd&ijh{kd ds fy, funsZ”k 

 vad 40 

 tkWc% 1 

fMDVs”ku 40 “kCn izfr feuV dh xfr ls ¼dqy “kCn 200½ ikap feuV esa nh 

tk,xh] ftldk fyI;karj.k dEI;wVj ij fd;k tk,xkA           

 tkWc% 2 

“kCn fpUg ,oa okD;ka”k fy[kus dh ,d fMDVs”kuA    
 

tkWc% 3 eksSf[kd ijh{kk 

 tkWc% 4 O;kogkfjd Qkby 

 

uksV%&O;kogkfjd ijh{kk izkjEHk gksus ls iwoZ fo|kfFkZ;ksa dks dEI;wVj ds lkeatL; ,oa tkap gsrq 

10 feuV dk le; fn;k tkuk pkfg,  

 



 

 

 
 

 

 

 

 

 

 

  



 


