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CBSE | DEPARTMENT OF SKILL EDUCATION 

CURRICULUM FOR SESSION 2020-2021 

vk'kqfyfi ¼fgUnh½  ¼826½  

SHORTHAND (HINDI) (Subject Code-826) 

tkWc jksy% vk'kqfyfid@dk;Zikyd lgk;d  

JOB ROLE: STENOGRAPHER/ EXECUTIVE ASSISTANT 
 

CLASS – XI & XII 

 

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 XI and XII opting for Skills 

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

follows: 
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CLASS –XI (SESSION 2020-2021) 

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

SHORTHAND (Hindi) (Subject Code-826) 

Class XI (Session 2020-21) 

 

UNITS 

NO. OF HOURS 
for Theory and 

Practical 

MAX. MARKS 
for Theory and 

Practical 

P
a

rt
 A

 

Employability Skills   

Unit 1 : Communication Skills-III 10 

10 

Unit 2 : Self-Management Skills-III 10 

Unit 3 : ICT Skills-III 10 

Unit 4 : Entrepreneurial Skills-III 15 

Unit 5 : Green Skills-III 05 

Total 50 10 

P
a

rt
 B

 

Subject Specific Skills Theory Practical Marks 

;wfuV 1% vk”kqfyfi dk ifjp; 05 02 03 

;wfuV 2% O;aaaaaaatu 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% odSfYid ladsr& ßj&M+]Þ <Þ+] 

ßy  ßgÞ ,oa ß”k Þdk iz;kxs 
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 15 10 03 

Total 120 90 50 

P
a

rt
 C

 Practical Work   

Practical Examination  15 

Written Test  10 

Viva Voce  5 

Total  30 

P
a
rt

 D
 

Project Work/ Field Visit/ Practical File/ 

Student Portfolio 
 10 

Total  10 

 GRAND TOTAL 260 100 
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DETAILED CURRICULUM FOR CLASS XI 

Part-A: EMPLOYABILITY SKILLS  

S. No. Units Duration in Hours 

1. Unit 1: Communication Skills-III 10 

2. Unit 2: Self-Management Skills-III 10 

3. Unit 3: Information and Communication Technology Skills-III 10 

4. Unit 4: Entrepreneurial Skills-III 15 

5. Unit 5: Green Skills-III 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: 

 ;wfuV 1% vk”kqfyfi dk ifjp; 

 ;wfuV 2% O;aaaaa aatu js[kk, a,oa mudk feyku 

 ;wfuV 3% Loj 

 ;wfuV 4% lfdZy ,oa ywi 

 ;wfuV 5% gqDl ¼vadq”k½ 

 ;wfuV 6% odSfYid ladsr& ßj&M+]Þ <Þ+] ßy  ßgÞ ,oa ß”k Þdk iz;kxs 

 ;wfuV 7% ;kSfxd O;atu 

 ;wfuV 8% Loj ladsr rFkk vko”;d Loj 

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

 ;wfuV 10% uksV fy[kuk vkSj vuqokn 
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UNIT/ TOPICS/ SUB-TOPICS MARKS 

;wfuV  1- vk”kqfyfi dk ifjp;  

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  

 

 

03 

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

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

2-2   js[kk{kjkas dk feyku 

 

 

05 

;wfuV  3- Loj   

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;kas 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 fpUgkas 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   

 

 

07 

;wfuV  4-   lfdZy ,oa yiw      

4-1    o`Rr ¼NksVk vkSj cM+k½  

4-2    yiw  ¼NksVk vkSj cM+k ½  

 

 

07 
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UNIT/ TOPICS/ SUB-TOPICS MARKS 

;wfuV   5-   gqDl ¼vadq”k½    

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   

 

 

07 

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

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   

 

 

03 

;wfuV   7-   ;kSfxd O;atu   05 

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

8-1  vkjfEHkd ,oa vfUre Loj dh ekStwnxh   

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

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

 

 

03 

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

9-1  gkfoZx ds fu;e   

         9-1-1 v)Z js[kkvkas 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  

 

 
07 

;wfuV   10-  uksV fy[kuk vkSj vuqokn fyI;kraj.k  03 

TOTAL MARKS 50 
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Ikjh{kk i)fr  

lsS)kfard 

lSs)kafrd ijh{kk cksMZ }kjk yh tk,xh ftlds fy, fu/kkZfjr kB~;dze ls iz”u iwNs tk,axs] tks y?kq] e/;e ,oa 

nh?kZ mRrj okys gksxasA lS)kafrd ijh{kk 60 vdksa dh gksxhA              

O;kogkfjd  

O;kogkfjd dk;Z vk”kfqyfi 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”kqy[sku 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 izfry[sku dEI;wVj ij djk;k tk,xkA   

5- gkfoaZx ,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);kas 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;kraj.k 

dEI;wVj ij fd;k tk,xkA            

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

3- eksSf[kd ijh{kk  

4- O;kogkfjd Qkby cukbZ tk,xha rFkk ijh{kd dks vda iznku djus grsq fn[kkbZ tk,xhA 

O;kogkfjd&ijh{kd ds fy, funsZ”k 

le;% 3 ?kaVs                                                                      vad 40  

 tkWc 1%  fMDVs”ku 40 “kCn izfr feuV dh xfr l s¼dqy “kCn 200½ ikap feuV es anh tk,xh] ftldk 

fyI;kraj.k dEI;wVj ij fd;k tk,xkA            

 tkWc 2% “kCn fpUg ,oa okD;ka”k fy[kus dh ,d fMDV”skuA     

 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,   
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CLASS –XII (SESSION 2020-2021) 

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

SHORTHAND (HINDI) (Subject Code-826) 

Class XII (Session 2020-21) 

 

UNITS 

NO. OF HOURS 
for Theory and 

Practical 

MAX. MARKS 
for Theory and 

Practical 

P
a

rt
 A

 

Employability Skills   

Unit 1 : Communication Skills-III 10 

10 

Unit 2 : Self-Management Skills-III 10 

Unit 3 : ICT Skills-III 10 

Unit 4 : Entrepreneurial Skills-III 15 

Unit 5 : Green Skills-III 05 

Total 50 10 

P
a

rt
 B

 

Subject Specific Skills Theory Practical Marks 

;wfuV 1% milxZ ,oa izR;; 10 10 05 

;wfuV 2% laf{kIr ladsr ¼duV~SªD”ku½]“kCnksa dh fo”ks’k 

lwph ,oa la[;k,a 
25 10 12 

;wfuV 3% “kCnks aes dkV iz;ksx ¼bUVj lSD”ku½ 20 10 12 

;wfuV 4% lkekU; inuke] ea=h] e=kay;] foHkkx] 

foHkkxh; “kCn] jkT;ksa ,oa izeq[k “kgjksa] eghuksa] 

fnuksa ds uke rFkk “kCn fpUgksa o foHkfDr 

lfgr loZukeksa o okD;ka”kkas dh lwphA 

25 10 12 

;wfuV 5% vuqPNsnks adk Jqrys[k ,oa mudk fyI;karj.k 20 30 05 

;wfuV 6% O;kolkf;d i= ,oa mudk fyI;karj.k 20 20 04 

Total 120 90 50 

P
a

rt
 C

 Practical Work   

Practical Examination  15 

Written Test  10 

Viva Voce  5 

Total  30 

P
a
rt

 D
 

Project Work / Field Visit / Practical File / 
Student Portfolio 

 10 

Total  10 

 GRAND TOTAL 260 100 
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DETAILED CURRICULUM FOR CLASS XII 

 

PART A: EMPLOYABILITY SKILLS 

 

S. No. Units Duration in Hours 

1. Unit 1: Communication Skills-IV 10 

2. Unit 2: Self-management Skills-IV 10 

3. Unit 3: Information and Communication Technology Skills-IV 10 

4. Unit 4: Entrepreneurial Skills-IV 15 

5. Unit 5: Green Skills-IV 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: 

 ;wfuV 1% milxZ ,oa izR;; 

 ;wfuV 2% laf{kIr ladsr ¼duV~SªD”ku½]“kCnksa dh fo”ks’k lwph ,oa la[;k,a 

 ;wfuV 3% “kCnks a es dkV iz;ksx ¼bUVj lSD”ku½ 

 ;wfuV 4% lkekU; inuke] ea=h] e=kay;] foHkkx] foHkkxh; “kCn] jkT;ksa ,oa izeq[k 

“kgjksa] eghuksa] fnuksa ds uke rFkk “kCn fpUgksa o foHkfDr lfgr loZukeksa o okD;ka”kkas 

dh lwphA 

 ;wfuV 5% vuqPNsnksa dk Jqrys[k ,oa mudk fyI;karj.k 

 ;wfuV 6% O;kolkf;d i= ,oa mudk fyI;karj.k 
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UNIT/ TOPICS/ SUB-TOPICS MARKS 

;wfuV  1- milxZ ,oa izR;;                

1-1   milxZ ,oa izR;; dk vFkZ  

  
05 

;wfuV 2- lfa{kIr ladsr ¼duV~SªD”ku½] “kCnks adh fo”ks’k lwph ,o ala[;k,a                

 2-1   lfa{kIr ldasr ,oa blds fu;e  

 2-2   “kCnksa dh fo”ks’k lpwh&udkjkRed rFkk vU; “kCn  

 2-3 l[a;kvksa dks vk”kqfyfi es afdl izdkj fy[kk tkrk gS  

 
12   

;wfuV 3-  “kCnksa es dkV iz;ksx ¼bUVj lSD”ku½    

  3-1   dkV dk fu;e   

  3-2   tksM+s okys “kCn rFkk nks ckj iz;ksx esa vkus okys “kCn  

 
12 

;wfuV 4% lkekU; inuke]ea=h] e=kay;] foHkkx] foHkkxh; “kCn] jkT;ksa ,oa izeq[k “kgjks]a eghuks]a 

fnuksa ds uke rFkk “kCn fpUgksa o foHkfDr lfgr loZukeksa o okD;ka”kksa dh lwph    

 
12 

;wfuV 5-  vuqPNsnksa dk Jqrys[k ,oa mudk fyI;karj.k   
 

5 

;wfuV 6-  O;kolkf;d i= ,oa mudk fyI;karj.k            

 6-1  O;kolkf;d i=     

 6-2  O;kolkf;d i= ds fofHkUu Hkkx     

 6-3  O;kolkf;d i=ksa dh fofHkUUk “kSfy;ka      

 6-4  O;kolkf;d i=ksa dk fyI;karj.k     

      
4 

TOTAL MARKS 50 
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ijh{kk i)fr%  lS)kafrd ijh{kk cksMZ }kjk yh tk,xh ftlds fy, fu/kkZfjr ikB~;dze ls iz”u iwNs tk,xas] 

tks y?kq] e/;e ,oa nh/kZ mRrj okys gksxasA lS)kafrd ijh{kk 60 vadks dh gksxhA  

 

O;kogkfjd  

le;% 3 ?kaVs                                                                      vad 40  

1- milxZ ,oa izR;;ksa dk vH;kl djkukA   

2- lfa{kIr ldasr] “kCnksa dh fo”ks’k lwph ,oa la[;kvks ads “kCnksa dks fy[kdj  vH;kl djukA  

3- dkV ds iz;ksx dk vH;kl fMDVs”ku ds }kjk djkukA   

4- iqLrd esa fn;s x, vH;klksa ds vfrfjDr i=&if=dkvkas ls fMDVs”ku dks 80 “kCn izfr feuV ij fy[kdj dEI;wVj ij    

mldk fyI;karj.k dk vH;kl djukA  

5- O;kikfjd i=ksa dh fMDVs”ku 60 “kCn izfr feuV dh xfr ls ysuk vkSj dEI;wVj ij mls lgh :Ik esa fyI;karj.k djukA 

6- vkWfM;ksa dSlsVksa ls rFkk “kkVZgSaM eSXthu ls fMDVs”ku ysuk vkSj mudk dEI;wVj ij fyI;karj.k djukA  

 

 

ijh{kk i)fr%  

O;kogkfjd ijh{kk fu/kkZfjr ekudksa ds vuqlkj cksMZ ijh{kd }kjk yh  tk,xhA                                                 

1- ,d Jqrys[ku 5 feuV dk] 80 “kCn izfr feuV dh xfr ls dqy 400 “kCnka s dk Jqrys[k ¼i<+us o dEI;Vwj ij Vkbi 

djus o fyI;kraj.k ds fy, fu/kkZfjr le; &50 feuV½                          

2- ,d O;kolkf;d i= tks yxHkx 180 “kCnksa dk gksxk] 3 feuV esa cksyk tk,xk] 60 “kCn izfr feuV dh xfr lss A 

¼fyI;karj.k le; % 30 feuV½  

3- ekSf[kd ijh{kk  

4- O;kogkfjd Qkby   

 

uksV% fdlh Hkh fLFkfr esa] fo|kFkhZ dks iz”u i= ugh fn;k tk,xkA   


