CBSE | DEPARTMENT OF SKILL EDUCATION
CURRICULUM FOR SESSION 2020-2021

argferfa (lR=) (826)

SHORTHAND (HINDI) (Subject Code-826)
Sifq RUer: Yfof® / SRIUTAS TeID

JOB ROLE: STENOGRAPHER/ EXECUTIVE ASSISTANT

CLASS = XI & Xl

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

follows:

Page 1 of 10




CLASS -XI (SESSION 2020-2021)

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

SHORTHAND (Hindi) (Subject Code-826)

Class Xl (Session 2020-21)

NO. OF HOURS MAX. MARKS
UNITS for Theory and for Theory and
Practical Practical
Employability Skills
Unit 1 : Communication Skills-11 10
< Unit 2 : Self-Management Skills-IlI 10
pu Unit 3 : ICT Skills-IlI 10 10
g Unit 4 : Entrepreneurial Skills-11 15
Unit 5 : Green Skills-1 05
Total 50 10
Subject Specific Skills Theory Practical Marks
Jfre 1: MY &1 ke 05 02 03
qﬁ‘c’z: o YGTU U4 IbT BT 10 05 05
gHT 3 ®R 15 08 07
gHe 4: Afbd Ud U 15 08 07
m | e 5 g (3iR) 15 08 07
+~ | e 6 gbfcyd Adhd— -8, &,
— " p—  wm 10 08 03
© d "8 UG "I BT TN
0 Ife 7: Affre oA 10 08 05
T 8 TR Hebel TAT AeTDH WX 10 03 03
I o: BT (Rgxer) T sqfein 15 30 07
(femrer) & o
e 10: AlC TG 3R 3rgaTg 15 10 03
Total 120 90 50
Practical Work
U Practical Examination 15
% Written Test 10
2l Viva Voce 5
Total 30
) Project Work/ Field Visit/ Practical File/ 10
+ Student Portfolio
©
s Total 10
GRAND TOTAL 260 100

825 — Shorthand — English - Class X1 & XI1 - 2020-2021
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DETAILED CURRICULUM FOR CLASS Xl

Part-A: EMPLOYABILITY SKILLS

S. No. | Units Duration in Hours
1. Unit 1: Communication Skills-111 10
2. Unit 2: Self-Management Skills-IlI 10
3. Unit 3: Information and Communication Technology Skills-IlI 10
4. Unit 4: Entrepreneurial Skills-IlI 15
5. Unit 5: Green Skills-111 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. Yt &1 aR=g
> T 20 S @Y TG I9BT A=
> e 3 WX
> gfAc 4 Afdbd Td oM
> gfie 5 o (Sig)
> T 6: qbioud Aohd— I—S,” &, ‘A "§ Yd ¥ "B VAR
> e 7: it oA
> JMCT 8 WR Hahd AT LD WR
e o TR (o) Te safeiT (Rer) @ P
> e 10: AC Q=T 3R 3rgare

Y
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UNIT/ TOPICS/ SUB-TOPICS MARKS
IFe 1. syl &1 uRag
11 R gl &1 fwr 03
1.2 YA BT 372
1.3 YT b1 78
1.4 MY foREd FHY MTaedd ofgs A, MYl & dod &I Rfd gd
RERIE]
1.5 JrYfIfted & ATagDd o1
I 2. IO @] Td I9HT e
21 o BT aref Td qeifeseor 05
22 YERR & e
IFe 3. 'R
31 W ek 07
314 a5 dm Sur 9 eifdhd By S arel WRI &1 yIdh—gerd aifianvor
312 YERR H W) @fal a1 e
313 o I TG T P WR &
314 TRl & I IR 3 TR AT Febal I
3.5 Tl &uHl & dF WX Add U4 Aol & forRas &1 I+
32 v fug, dR® &l faufdd vd aaam™
321 & g & 3
322 < fo=l & v @t fafd
3.3 TR
34 fgeatie va Hreafe wR
35  fgeaf\ie g Breafie Am=md
36 Jpfedd Fohd (-3, g, o T B)
37 wfere q”
JMT 4. Hida wd @Y
41 g (B1eT SR ) 07
42 @Y (BICT 3R 997)
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UNIT/ TOPICS/ SUB-TOPICS MARKS
e 5§ (gY)
51 URM® §h —S' TG A" & B FAN 07
52  3fWH g -0, ‘T’ @R "I’ & fOIY g BT WA
53 B® AR g« Bl A
54 "I P BT AN
IMe 6. IBfeqd Hha—<—s", ", &', T T T B WA
61 SR W A T A H SR Pl AR foRI I aTell, =S " Ud " 3@l DI folka 03
@ frm
62 W A K T A H FW Bl AR ford I arelt 8" ¥ o fores & |
63 W A K T A F HW DI AR forRd IH arell & @1 &l foraw & 9
64 HUR AR A BT AR oAl S arell "o @1 & 1A
e 7. e o= 05
IFe 8. TR HDHd Tl AW WX
8.1 SIR™® U 3ff~aH TR &I Alsa 03
82 JIRMIH U 3ff~qd o Bl Aopadil
83 Rl &1 Ahd foba Refoal # srawy w1 =nfey
g 9. TG (sIEdHen) v saterT (o) & fFem
9.1 TIET & fFrgw 07
9.1.1 3G NERIl BT A
9.1.2 BT R H s7uarg
9.1.3 qragien # erfdT & | b1 g
92 Tafeim & A
9.2.1 S YERIT BT WA
9.2.2 TgfelwT g # amare
9.2.3 ITIEN H AT & 7199 &1 91T
e 10. e foremr @R srgaTe foramRor 03
TOTAL MARKS 50
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e ggha
MEEIGED

Jgifie e dre gRT ol Sl e foy FeiRa eaes 9 usd qg SIed, i ofg, #ed9 gd
<" IR drel 81 | Agifde uRierm 60 37l Bl BT |

ATIRTRS

ATEIRG 1A M) & AFI~ID ISl & ATAR HAT QT |

1. Gax, el PR, Fe! faem H A &) Alc b W ATYeRIT BRIAT Usell deg s8N |

2. $9® 918 TRl BT YA, Uea g, R &l 4l vd |-, arane, fgeafie va Reafie
TRl BT JART RIRgrm S |

3. Afdbd Td U aMfe BT HE ST A I DHRIAT ST |

4. URME Td A g, dhfcdd Had, AINTh AT IMME BT IIRT BT ST | B IR
BT I TP SHBI B BIH /BT W UGl BT IART HRIAT ST | B AT P

fSFCed BT UfciolRa HFYS TR HRIAT ST |

5. BT T4 SdfelT & |l BT TexTs I AT BT S | g wg 9 urel & fedee
B ITDBT U G I UfdeRd" WX IJRGAT &I T B ST | Fafia eaparq & 34
UfTerRg=l & Bisel WG ST 59 MR IR URIeTdh gIRT 3k Ual {hu e |

TR Ugfd —AaeRe R &7 Y99 U9 WP gRT 9 YR ¥ IR faar e |

1. TS 40 s Ul e 1 71fd ¥ (Ho1 wes 200) = e 7 < Sge), Rt forandvo

B W fhaT STe |
2. Ie g Uqd araarer forgs & e fodey |
3. HiRgd et

4. HTEEIRS WIgel dIg STl TAT Gefh BT AP Y& HRl 8 [axdrg YT |
raeRe—wes @ forg frde

Y 3 EHe 3i® 40

« g 1: fSFeH 40 = U e &1 I F (G s 200) TiE e 7 < g, e
foreamaRor e W b g |

s g 2: ¥eg fovg vd araanyr forRgs & U foaey |

+ Gifq 3: ARg® adten

v Siig 4 GRS BIgel

e EERe wReT IR W 9 U4 fenfl @ drger & A Ud o 7q
10 f9e &1 g7 f&ar ST =nfey
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CLASS -XIl (SESSION 2020-2021)

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

SHORTHAND (HINDI) (Subject Code-826)
Class Xll (Session 2020-21)

NO. OF HOURS | MAX. MARKS
UNITS for Theory and | for Theory and
Practical Practical
Employability Skills
Unit 1 : Communication Skills-IlI 10
<E Unit 2 : Self-Management Skills-Il| 10
% Unit 3 : ICT Skills-111 10 10
QL. | Unit4: Entrepreneurial Skills-IlI 15
Unit 5 : Green Skills-IlI 05
Total 50 10
Subject Specific Skills Theory | Practical Marks
e 1: ST Ud U 10 10 05
e 2: QTfi{’:\\I'R—-[ H (PRI AT Bl farery - 10 15
Il Ud M
) | e 3 T W B wEn (g dawr) 20 10 12
| gFT 4 FER yeE, 941, JAed, [,
— S . N
(0] JUTT s, NTSA1 UG U9 2R, JelH, 25 10 12
al fedl @& M qen v foeel 9 fawfaq
Afed |aAEl g JrRne @ gl |
e 5 FTTal DI Hdolkd UG IhT [TITaR0l 20 30 05
[T 6: ATGATAD T UG I [TITaR0l 20 20 04
Total 120 90 50
Practical Work
O | Practical Examination 15
% Written Test 10
Q_ | VivaVoce S)
Total 30
)] Project Work / Field Visit / Practical File / 10
+ Student Portfolio
®©
A 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-1V 15
5. Unit 5: Green Skills-1V 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:
> g 1: SU Td gy
> g 2: AiEfd Had (Gigae) el o faRy g vd Hwe@ang
> IMT 3 TRl H BT YAN (ST HFeH)

> Yie 4 AERI geE, |3, e, faumT, fauria e, rSai vd uqw
T, wem, Al & 9M den v gl 9 fowfaa |feqd |dami 9 arenw
D1 Gl |

> gfFc 5: el Bl Hdold T Ihl (TR0l
> gfe 6 ARG UF Ud Il foraiarol
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UNIT/ TOPICS/ SUB-TOPICS MARKS
gHe 1. ST Ud g™ 05
11 SO U9 UIT BT 37
e 2. AiEe< Hdhd (FIgder), Tl ol a2y e va HAN 12
21 Jferd Adhd Ud 39 fE

22 &l B [RIY AG—ABRIHAD TAT 3 e

2.3 RN BT Aferfd A T goR forar oimar &
Ife 3. R A BIe TN (ST ) 12

31 dIc & |

32 SIIg dTel ¥E AAT &I R YART H JAF dTel 9eq
AT 4 FHRI YeH,94, 7ed, TR, f9ri ores, IR01 Ud WRg SreR, /el 12

a1 & 9 Jo v gl 9 fowfda afea daamel 9 araarat o g

e 5. IAJTOET BT YAl Td DT foIiaRoT c
gMe 6. ATHNIS U Td DT [TIR0T 4
6.1 ATGHIAD I

62 ARG U & A= AFT

6.3 ARG TAl B A= et

6.4 SATGATAG Ul BT feTITaRoT

TOTAL MARKS 50
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e ggfa:  Agifde e 9 g1 ot smelt Rraas forg FeiRa arsaew 9 ued gu o,
Sl ofg, #egH Ud <Y IR drel B8R | Agifcld Uien 60 3l Bl B |

HTIBIRSD

99g: 3 He 3P 40

1. ST UG YA BT AT BT |

2. e |ad, Rl B IR G Ud GEIRN B AR DI foRIHR 3RATH BT |

3. PIc b TANT B AT ST B gIRT BT |

4. YD ¥ Y Y Al & SMARST UF—uiFare 3 fEace bl 80 ¥ea Uy e W oI H7ger W)

SHBT TTATARYT BT WA BT |

5. ARG Y3 & $FCT 60 Tea URT e &1 IR ¥ o IR $7YeR W I Fe! wT ¥ folaiaRoer &= |

6. SIIfSAT HUCI A TAT AUcos HoiA F fEFCTH oFT 3R I HFYER W [elRATART HAT |

e ug

agiRe wer FuiRd A®l & FaR die Wigd gRT ol e |

1. U e 5 e 1, 80 et Ul fAe @1 T I Gl 400 Wl BT eI (Ue+ 9 HFACY W TI8Y
P g formraver & fog fFMuiRa wwg —s0 fAe)

2. UP ARG I ST o9 180 Il &l 8T, 3 e & 91 WU, 60 Teg Ufy fAme @& afd 9 |
(foreaiaRer 79 : 30 fiFe)

3. HIRge e

4. GEIRG BIgel

Ae: fd ff Rerfay &, Remeit @1 w9 = 78 f2ar s |
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