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

amggfarfa (=) (826)

Sifg RUer: Yff® / SRIUTAS Te’ID

JOB ROLE: STENOGRAPHER/ EXECUTIVE ASSISTANT

SHORTHAND (HINDI) (Subject Code-826)

RATIONALIZED CURRICULUM FOR CLASS -XIlI (SESSION 2020-2021)
Total Marks: 100 (Theory - 60 + Practical - 40)

NO. OF HOURS | MAX. MARKS
UNITS for Theory and | for Theory and
Practical Practical
Employability Skills
Unit 1 : Communication Skills-1V 10
< Unit 2 : Self-Management Skills-1V 10
T | Unit 3:ICT Skills-IV 10 10
g Unit 4 : Entrepreneurial Skills-IV 15
Unit 5 : Green Skills-IV 05
Total 50 10
Subject Specific Skills Theory |Practical Marks
IfT 1: ITFT T I 10 10 05
e 2 Qﬂf%\m | (FTaRT) T DI faemy - 10 12
Il U9 MY
M | IFT 3 R H B YA (ST HaRM) 20 10 12
+ | e 4 WY USM, H3, HAierd, O,
G fauria sres, XTAT U4 ygRg wreN, wEl, - 10 15
al faat &AM Jor ves foesl g fawfaa
|led M g iRy & gl |
J[IC 5 FTeal DI Hdolkd UG IhT [TIIaRUl 20 30 05
IfAC 6: TGS T UG SAhT [TATART] 20 20 04
Total 120 90 50
O Practical Work
Practical Examination 15
T | Written Test 10
6_5 Viva Voce 5
Total 30
I Project Work / I_:ield Visit / Practical File / 10
- Student Portfolio
-
©
o 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: Aisd Fad (Ggde) el of fa9y & Ud d=am
> IMT 3 TRl H BT YAN (ST HFeH)

> gAc 4 QERE geA™, H3, HAed, faun, f9riy e, ol vd gqd
TERl, HeE, &A1 & AW 9 v el 9 fomfad afed wdemEl g araare
sl

> gfFe 5 3rgesal &I Hdord Ud Sl foraiaror

> gfe 6 ARG UF Ud Il foraiarol
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gfere wa Ifre R/ R T
1. 398t wd g 39T UG I & 3 39T UF IIT H HR
forar ST F@ehar §
2. |igud "ahd 2.1 9f89d Hehd Ud T Hehd T 2eq
(FeAcareueT) QUSal T g% fIa
oy = T 2.2 rsal &y F- YfFeamer. Tfdea dhar
qE&aT TIcHS JUT 3 | eAeal ol 3Ty fohar S
A Tl §
2.3 HEITHT &Y
amfafd &
g for@r Srdr g
3. UGl H e JATT 3.1 @re &1 @gH wTe HT T
(3w HFUA ) 3.2 SiIg aTel esg, duT | YiFewar: 30 AT @ &
ar IR wIRT A 3meIfafd v a1ty s saram
37Tl dTel 2sq ST Hehel

4. AT YeATH, HAT,
HAT, faaeT,
fasmefa  eree, Tt
T 9HE e,
AL, &t & oA
aur s el 9
fFerfera afea
TTTHT T arerarelt
I =T |

4.1 ereg ”RIeg Td
gty T g

ereg RIeg Ug aranat $ir
el

N

(UCTAT [
ITSaT & gdo‘uel H

HETIH

826 — Shorthand — Hindi - Class XI1 - 2020-2021

Page 3 of 4




e a9 gfAe FeeefFe A ifFese
5. 37IOel & Hdeld 5.1 3T0al & Ao | Hdold Td TIqAeRoT
Tq 3eTehl tg fergararor YiFcanel: o dfFeha &
[GRRIGES it et &
6. cIGHIA% 99 UG 6.1 TraaT A% 93 6.1 9 6.4
3oTehl forgararor 6.2 A% 99 & | Ufaciadr ua dfeewha
fafdeer smar 3mYfet™ & 31a
6.3 SAIG@TAS U AT | SAIGATAS gAT & HfFed
fafdeer Qe q g g
6.4 SAIaATAS T Hl
g gTaRoT

*Note: To be assessed in practical only. No question shall be asked from this portion in

Theory Exams.

A1e:- TAeT & AT Ader@s 5 Aac # 80 eg Ufd AaAc (400 Use ) Td ATHAH
g7 180 eg 3 fAae # U9 g forcaraxor Sig 1 3R 2 dfeeswd 31fa 3maeas ¢ |
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