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	2
	3
	4
	5

	Sl. No
	Subject
	Period/Week
	Examination
	Total Marks

	
	
	Th.
	Pr.
	Total
	Marks (Th)
	Hrs
	Marks (Pr)
	Hrs
	

	1.
	Language I
	7
	-
	7
	100
	3
	-
	-
	100

	2
	Language II OR

Business Studies OR

Accountancy OR Any other subject from academic stream
	7
	-
	7
	100
	3
	-
	-
	100

	3
	General Foundation Course
	5
	-
	5
	100
	3
	-
	-
	100

	4.
	Vocational Electives
	
	
	
	
	
	
	
	

	
	(i ) Shorthand 
	2
	6
	8
	30
	3
	70
	3
	100

	
	(ii)Typography & Computer Application (Hindi/English)
	2
	6
	8
	30
	3
	70
	3
	100

	
	(iii ) Office Procedure & Practices
	6
	2
	8
	60
	3
	40
	3
	100

	5.
	Physical and Health Education
	2
	-
	2
	-
	-
	-
	-
	-

	6.
	 Additional Optional Any subject from academic stream
	5
	3
	8
	60
	3
	40
	3
	100

	7.
	On Job Training
	Total 6 to 8 weeks in class XI & XII as per convenience of collaborating institution / organization.  Suggested period after class XI. Vacation and in class XII autumn and winter break before January.


 SCHEME OF STUDIES

CLASS XII (STENOGRAPHY)

NOTE :  (i)
Subject as SL. Nos. 1, 2, 5 as per Academic Stream.  Senior School Curriculum of the concerned year should be referred to for the courses in respect of said subjects.

(ii) Other subject (s) from Academic Stream in the scheme may be offered in lieu of language – II by school if that is in relevance with Horizontal / Upward mobility.

ELECTIVE I                                                   608
SHORTHAND (ENGLISH) – (THEORY)

CLASS XII
TIME: 3 HOURS








        MARKS: 30

1. Revision of basic theory – initial and final hooks; compound consonants; halving and doubling principle.








10

2. Prefixes and Suffixes – definition; use of dot prefixes; Suffixes – dot suffix and dash suffix; use of strokes for representation of suffixes




5

3. Intersections – cutting of strokes for official and colloquial phrases; representation of round numbers and monetary units; their representative strokes


5

4. Contrations – special contractions; Part I to Part IV; special phrases and foreign words; phrases for judiciary, executive and legislature;




5

5. Transcription aids and accurate writing; position of outlines; similar outlines of different works; Essential vowels and accurate writing. Writing proper nouns; aspirated sounds; nasal vowels







5

6. Use of Audio Cassettes for writing dictations at graded speeds of 60-80-100 wpm.; phrases and short forms; transcription of dictations on computer; transcription of letter writing dictations, in proper format.

Examination Scheme:
Theory Paper is to be set by the Board, consisting of Short Answers, medium and Long Answers.




30 Marks.
ELECTIVE – I

SHORTHAND (ENGLISH) – XII (PRACTICAL)

TIME – 3 HOURS








MARKS – 70
1. Revision of Basic theory from initial and final hooks should be done by daily practical (Dictation and Transcriptions on typewriter/ computer, from workbook Exercises.

2. Practice A Prefixes and Suffixes should be done by Dictation and Reading of shorthand Notes from Workbook and test Exercises.

3. Practice of Intersections of Strokes to be done by repetive Dictation and transcription, from.

4. Contractions to be Practised daily by dictation, copying and reading Exercises of Text books Workbooks and Practice Books.

5. Use of Audio Cassettes/CDS Writing Dictations at the Speeds of 80-100 WPM and Transcribing them on computer

SHORTHAND PRACTICAL CLASS – XII
Examination Scheme: The practical will be conducted by the Board Examiner according to the

                                      following standards:

TIME: 3 HOURS







MARKS: 70 (60+10)
1. One Dictation of 80 w.p.m. unseen for 5 minutes (400 words)


(30)

2. One Dictation of 60 w.p.m. of a business letter for 3 minutes of About
180-200 words








(15)

3.
     One Diction of an official letter for 3 minutes (60 wpm) of about


     180-200words








(15)

4.
     Practical Sessional work File to be shown to the Examiner for 

(10)


     awarding Marks.

PRACTICAL

For Examiners only

STENOGRAPHY (ENGLISH)

(Five copies of the question paper to be given to each Centre)

3 HOURS








            MARKS: 70

JOB - I.
One Dictation of 400 words at the speed of 80 wpm for 5 minutes.  (Reading & Transcription time: 30 minutes)




30


After completing the 1st Job, collect the Answer sheets. (Job II and III should be dicated together with a gap of 2 minutes)

JOB – II
One Official letter of about 300 words to be dictated in 5 minutes at speed of 60 wpm.








15

JOB – III
One business/commercial/personal letter of about 300 words to be dictated in 5 minutes at the speed of 60 wpm.




15


Sessional Work /  On-Job – Training




10

Note :
1.
Job II and II should be completed in an hour

2. Examiner should give two trials of one minute each to the students

before start of real passage.

MARKING SCHEME

JOB-I

Count the total mistakes / errors:

Full Mistakes/Errors: Omission/addition of any letter/word/figure; substitution of any word/figure/letter in place of dictated word/figure/letter.  Mark the errors by a cross (X) sign above the line.

Half Mistakes/Errors: spelling mistake; non use/wrong use of full stop/question mark; wrong/non-capitalisation of proper nouns, Mark the half error by a 0 above the line.

Total Errors = No. of Full errors + ½ (No. of half errors)

Marks Obtained = Max. Marks – EC (Errors Committed) X QPM (Qualifying Penalty Marks)





EA (Errors Allowed)




(for 10 mistakes 400 words / EA 20)



=
(30-10) X 20 = marks out of 30 marks





20

JOB – II
For every full error deduct 1 mark and deduct the total from 15 and award the balance marks.  Display errors should also be counted as full mistakes in letters.  Fraction of total marks should be ignored.

JOB-III
For every full error deduct 1 mark and deduct the total marks from 15 Fraction of total marks should be ignored.  Errors of proper display should be counted as full mistakes.


The Examiner should evaluate the Sessional work of the students and award marks of 9/6/3 according to Grade A/B/C respectively.


The Evaluation Scheme is based on 33% qualifying marks prescribed by the C. B. S. E.

Recommended Books

	1.
	Pitman Shorthand Instructor 

(New Era Edition)
	Issac Pitman
	A. H. wheeler & Co. Pvt. Ltd., M. G. Road, Allahabad UP.



	2.
	Work Book on Shorthand, Dictation & Correspondence 
	By Dr. G. D. Bist
	Vishisht Prakashan  C4-B/66, Janakpuri New Delhi – 110058.



	3.
	Simple Pitman Shorthand (with Key)
	By Dr. G. D. Bist
	Vishisht Prakashan  C4-B/66, Janakpuri New Delhi – 110058.



	4.
	Speedography (1100 Phrases & Dictations)
	By Dr. G. D. Bist
	Shorthand House, 

C4-B/66, Janakpuri New Delhi – 110058.



	5.
	Simple Speed Guide & Dictation Exercises
	By Dr. G. D. Bist
	Shorthand House, 

C4-B/66, Janakpuri New Delhi – 110058.



	6.
	Model Speed Dictations in 4 Volumes 
	By Dr. G. D. Bist
	Shorthand House, 

C4-B/66, Janakpuri New Delhi – 110058.




Elective – I                                        610
vk'kqfyfi fgUnh & XII (F;ksjh)
le; & 3 ?kaVs









vad & 30

1- & izFke lsesLVj ds vafre eq[; ikBksa dk iqujh{k.k ,ao nzqr v/;;u
 
 
& 10

& vkjafHkd gqd] la;qDr O;atu] vafre gqdksa dk iz;ksx o xgu v/;;u

& v)Zdj.k fu;e ,oa muds ’kCnk{kj] laf{kIrk{kj ,oa okD;ka’k

& f}xq.ku fu;e ,oa muds ’kCnk{kj ,oa okD;ka’kks dk xgu v/;;u

2- & milxZ ,oa izR;; & milxZ dh ifjHkk"kk ,oa muds :i]


 
 & 5

& Loj v dk milxZ ds :Ik esa iz;ksx] dqN O;atj js[kkvksa ds :i

& milxksZa dh izfrfuf/k js[kk,a]

3- & izR;; ’kCn ,oa ’kCn [k.M & ifjHkk"kk ,oa :i


 


 & 5

& izR;; js[kkvksa ;k fpg~uksa ds iz;ksx ,oa mudh izfrfuf/k js[kk, ,oa :i

& milxZ ,oa izR;; ds :I esa iz;ksx gksus okys ’kCn :Ik 

4- & O;atu js[kkvksa ij dkV & inuke okd~;ka’k



 
 
& 5 

& inuke okd~;ka’kksa dh izfrfuf/k js[kk,a ,oa dkVus dh fof/k

& vfr mi;ksxh lkEkkU; okD;ka’kks dk fuekZ.k ,oa js[kk,a

& la[;k,a ,oa eqnzk,a izdV djus dh fof/k;ka ,oa muds okD;ka’k

5- & fof’k"V laf{kIrk{kj & O;atu js[kkvksa dk yksi]



  

& 5

& fof’k"V laf{kIrk{kjksa ds [kaM 1 ls 5]

& lkekfld ;k tqV ’kCnksa dk iz;ksx]

& foijhrkFkZd ;k foykse ’kCn] vo/kkj.k ;k iqu:fDr]

& jkT; ,oa dsUnz ’kkflr izns’kksa dh lwph] fnu¼okj½] x`g] u{k= ,oa ekl

ijh{kk i}fr & cksMZ }kjk F;ksjh dk iz’ui= rS;kj djk;k tk,xk ftlesa y?kq] e/;e rFkk nh?kZ mRrj okys iz’u gksxsaA F;ksjh ;k lS)kafrd iz’ui= 30 vadksa dk gksxkA

Elective - I

vk'kqfyfi fganh XII ¼O;kogkfjd½
le; & 3 ?kaVs          







 vad & 70

& xgu izf’k{k.k dk;Z&fMDVs’ku ,oa vk’kqys[kksa dks i<+okuk 
& v)Zdj.k ,oa f)xq.ku js[kkvksa ds okD;k’ka] foHkkxh; ’kCnkoyh;ksa ds okD;k’ka 
& fMDVs’ku esa uksV fy[kuk ,oa mudh vuqfyfi djuk 
& iqLrd dh fMDVs’ku 60&80 ’kCn izfr feuV ij fy[kdj izfrys[ku djuk 
& i=ys[ku ds vH;kl vkSj mudh vuqfyfi lgh izLrqrhdj.k fof/k ls djuk 
& vkWfM;ks dSlVksa ls 80 ,oa 100 ’kCn izfr feuV ds fMDVs’ku fy[kdj mudh   
  VkbijkbVj ;k daI;wVj ij lgh :Ik esa vuqfyfi djuk 
& v’kqf);ksa dk fujkdj.k dj ’kq)rk ykukA

O;kogkfjd dk;Z lS)kfUrd ikBksa ds v/;;u dze ds vuqlkj djk;k tk,xkA izR;sd ikB ds ’kCnksa] ’kCn&fpg~uksa] ’kCnk{kjksa ,oa vH;klksa dk xgu vH;kl djk;k tk,xkA izR;sd izf’k{kkFkhZ dks O;kogkfjd dk;Z dh Qkby rS;kj djuh gksxh ftlesa fu;fer dk;Z dk jsdkMZ j[kk tk,xk vkSj ckg~; ijh{kd ds le; ewY;kdu ds fy, izLrqr djuk gksxkA


iqLrd ds vH;kl lekIr gksus ij xfrys[ku funsZ’kdk dk iz;ksx fd;k tk,xk ftlesa ls lHkh ikBksa ds eq[; va’kksa ds lS)kfUrd fu;eksa ds vuqlkj vk’kqys[ku fd;k tk lds vkSj fo’ks"k ’kCnksa dh lwph] milxZ&izR;;] okD;k’kksa vkfn ds vH;kl ds ckn fMDVs’ku fy[ks tk,axs vkSj mudk izfrys[ku fd;k tk,xk rkfd ’kq)rk ,oa xfr’khyrk ykbZ tk ldsA

ijh{kk i}fr & O;kogkfjd ijh{kk cksMZ ijh{kd }kjk yh tk,xh ftlesa rhu dk;Z gksxsa &

ijh{kk le; & 3 ?kaVs







      iw.kkZad & 70
dk;Z

1- 80 ’kCn izfr feuV dh xfr dk fu/kkZfjr ikBksa ds vuqlkj rS;kj fd;k x;k fMDVs’ku tks feuV dk gksxk VkbijkbVj ;k daI;wVjksa ij Vkbi djuk gksxk



  vad & 30

2- 60 ’kCn izfr feuV dh xfr dk 160 ’kCnksa dk ,d O;fDrxr ;k vkosnu i= dk fMDVs’ku ftls VkbijkbVj ;k daI;wVjksa ij lgh fof/k ls Vkbi djuk gksxk  


   vad & 15

3- 60 ’kCn izfr feuV dh xfr dk 180 ’kCnksa dk ,d O;fDrxr ;k ’kkldh; i= dk fMDVs’ku fy[kk;k tk,xk ftls daI;wVj ij lgh fof/k ls Vkbi djuk gksxk  


    vad & 15

4- O;kogkfjd dk;Z dh Qkby dk ewY;kdau ckg~; ijh{kd }kjk fd;k tk,xkA  
     vad & 10

ADDITIONAL (OPTIONAL) SUBJECTS

1. SECRETARIAL PRACTICE AND ACCOUNTING

CLASS XII

2. OFFICE COMMUNICATION

CLASS XII

laLrqfrr iqLrdksa dh lwph

1
fof’k”V vk’kqfyfi (izf’k{kd)

2
Ekkud vk’kqfyfi & x`g ea=ky; Hkkjr ljdkj

3
Ekkud mPpxfr vH;kl & x`g ea=ky; Hkkjr ljdkj

4
dksbZ Hkh ekfld ’kkVZgSaM if=dk 

5
lalnh; fMcsV~l

List of Equipment (Stenography)

1. Typewriter (Hindi/English)

2. Electronic Typewriter Bilingual/Computer

3. Copy Holder 

4. Stop Watch

5. Tool Kit

6. Cassette Recorder and Player (with 1 Doz Cassettes)

7. Blackboard with rulings,

8. Wall clock with centre second

9. Charts of consonants, grammalogues

dsoy ijh{kdksa ds fy, d{kk 12

vk'kqfyfi fgUnh&ijh{kk ,oa ewY;kadu i}fr

ewy Jqfrys[ku ls iwoZ 1 & 1 feuV  ds nks Jqfrys[k ijh{kkfFkZ;ksa ls djk, tk,axsA
1-
,d Jqfrys[ku 5 feuV dk] 80 ’k-iz-fe- dh xfr ls dqy 400 ’kCnksa dk  

vad & 30


¼Jqfrys[k i<+us ,oa VkbZi ds fy, fu/kkZfjr le; & 50 feuV½


dk;Z 1- iwjk djus ds ckn gh dk;Z 2- vkSj dk;Z 3- fy, tk,axsA 10 feuV vkjke ds ckn

2-
,d O;fDrxr vFkok ’kkldh; i= tks yxHkx 300 ’kCnksa dk gksxk] 5 feuV esa cksyk tk,xk]


60 ’k-iz-fe- dh xfr ls








vad & 15

3-
,d O;fDrxr ;k O;kolkf;d i= tks yxHkx 300 ’kCnksa dk gksxk] 5 feuV esa cksyk tk,xk]


60 ’k-iz-fe- dh xfr ls








vad & 15

uksV %  dk;Z 2 vkSj dk;Z 3 dk fMDVs’ku ,d lkFk fn;k tk,xk fdUrq chp esa 5 feuV dk vkjke  fn;k tk,xk vkSj bu dks i<+us rFkk Vkbi djus ds fy, dqy ,d ?kaVs dk le; fn;k tk,xkA

4-
ijh{kd izR;sd izf’k{kkFkhZ }kjk fd, x, okf"kZd O;kogkfjd Jqfrys[kksa dh Qkby ns[ksxk vkSj muds ewY;kadu    ds vk/kkj ij dze’k% ,@ch@lh Js.kh nsxkA




vad & 10

ewY;kadu i)fr
1 igys v’kqf);kafxuh tk,aA v’kqf);ka fuEu izdkj l fxuh tk,axh &


iw.kZ v’kqf) & iwjh v’kqf) fxusa ;fn dksbZ v{kj@’kCn@vad NwV tk, ;k vfrfjDr Vkbi fd;k tk,] vFkok cksys x, ’kCn@vad ds LFkku ij nwljk ’kCn@vad Vkbi fd;k x;k gksA bls ’kCn ds Åij xq.kk fpg~u ¼X½ }kjk izdV djsaA


vk/kh v’kqf) & izR;sd orZuh@Lisfyax dh v’kqf)] okD; ds ckn iw.kZ&fojke ;k iz’u okpd u yxkus ij vk/kh v’kqf) fxusa  vkSj bls ,d ’kwU; ¼0½ ls izdV djsa A

dqy v’kqf);ka  = iw.kZ v’kqf);ka + + ½ ¼vk/kh v’kqf);ka ½ ¼v/kwjh la[;k dks NksM+sa½

vc fof’k"V lw= ds vuqlkj vad nsaA




      dqy v’kqf);ka x naMkad  

     (10x20)
izkIrkad  = fu/kkZfjr vad  & _______________       = 30 - 
______    =
  20





 Lohdk;Z v’kq-                      20

2-
izR;sd v’kqf) ds fy, ,d vad dkVsaA i=ys[ku esa lqanj izLrqrhdj.k ds fu;eksa dh v’kqf);ksa dks Hkh fxudj vad dkVsaA naM Lo:i dkVs x, vad 15 esa ls ?kVkdj vad iznku djsaA

3-
izR;sd v’kqf) ds fy, ,d vad dkVsa vkSj dqy dkVs x, vad 15 esa ls ?kVkdj vad iznku djsaA

4-
okf"kZd dk;Z dk ewY;kadu ijh{kd ,@ch@lh Js.kh nsdj dze’k% 9@6@3 vad nsxkA

uksV % ;g ewY;kadu i)fr 33 izfr’kr vad izkIr djus okys izf’k{kkFkhZ dks mRrh.kZ ?kksf"kr djus ds vk/kkj ij rS;kj dh xbZ gSA lHkh dk;ksZa ds izkIrkadksa ds vk/kkj ij ghs izf’k{kkFkhZ mRrh.kZ@vuqRrh.kZ ?kksf"kr fd;k tk,xk

ELECTIVE II                                                  607
CLASS XII

SUBJECT: TYPOGRAPHY & COMPUTER APPLICATIONS (ENGLISH) 
THEORY

DURATION: 3 HOURS







         TOTAL MARKS: 30

PART I: TYPOGRAPHY

CORRESPONDENCE










[5]

Business: Different styles of letters – indented, semi indented and blocked; 

Official: Office Memorandum, office order, DO letter and Office Note

MANUSCRIPT











[5]

Proof correction signs 

List of standard abbreviations

PART II: COMPUTER APPLICATIONS

EXCEL











[8]
Excel: Overview: Starting with Excel, understanding worksheets/spreadsheet and workbooks, entering worksheet data – entering text, entering numbers and formulas, entering dates and times.  Navigating between spreadsheets.  Opening a Workbook, Saving a workbook and printing a Worksheet/Workbook.

Editing Excel; Worksheets/Spreadsheets – selecting cells, Editing cell contents.  Inserting and deleting cells, Inserting and deleting rows and columns, working with worksheet ranges.  Using Cut, copy and paste options, clearing data.

Using formulas and functions: Using arithmetic operators, using range names in formulas, using relative and absolute cell referencing, copying formulas.  Using  auto sum for efficiency, common functions – sum (), average (), max(), min(), count(), countif(), counta(). Using paste function.
Using Special Tools: Spell checking, auto correct worksheets, finding and replacing data, using autofill, adding comments.

Formatting worksheets:  Center aligning, left aligning, right aligning and justifying cell content, row and column height, changing width and font.  Making format changes. Auto formatting worksheets, modifying styles, additional formatting options – special alignment, special cell borders, special cell shades, protecting cells. Conditional formatting, tab colors help separate worksheets.

Using Charts: Creating custom charts (graphs) – choosing the chart type, selecting data for chart, modifying the chart.  Making a quick, presentable and easily interpretable chart.

POWERPOINT










[4]

PowerPoint Presentations: Understanding presentations and slides, creating a new presentation – the auto content wizard and presentation design, creating presentations using design templates,

Editing and arranging presentations: Using the outline – adding and importing new items, promoting and demoting elements.  Using the slide sorter view, using the notes page view. Saving and printing.

PowerPoint advanced features: Modifying presentations, editing individual slides – putting comments in your presentations, adding text and text boxes, moving and rotating text. Adding pictures.

Animating your presentations: Using Power Point’s slide show – timed transitions, transition effects, setting up shows, rehearsing slide show. Voice narration, using action buttons, introducing animation schemes, customizing animation

INTERNET AND SECURITY









[8]

Finding information from the web using popular Internet search engines like Google, Yahoo, Rediff, Lycos, Indiatimes, e-Commerce and e-Business

EMAIL

E-mails management:  Opening e-mail accounts using popular sites offereing free email services like Yahoo, Google, Rediffmail, Indiatimes, Hotmail etc., composing a message, formatting text, selecting the e-mail message format, add a signature, sending and receiving emails with/without attachment, reading email, replying to email, printing an email, deleting email, forwarding an email, creating folders/labels for archiving emails.

COMPUTER VIRUS

Computer Virus:  Computer virus, computer virus versus biological virus.  Virus classification – boot sector virus, companion virus, e-mail virus, logic bomb, macro virus, cross-site scripting virus, Worm and Trojan. Effects of computer virus, the vulnerability of operating systems to virus, protection from virus and use of popular anti virus software.

Elective – III
CLASS XII
SUBJECT: TYPOGRAPHY & COMPUTER APPLICATIONS (ENGLISH)

PRACTICAL

DURATION: 3 HOURS






TOTAL MARKS: 70

1.
KEY BOARD OPERATIONS – Speed Test of 30 wpm – 10 minutes 

  (300 words/1500 strokes)


[20]

Inculcation of Accuracy in key boarding skills for typing a paragraph by using Typing Tutor software. Minimum benchmark for accurate typing is the speed of 30 words per minute.

2.
PROOF CORRECTIONS / CORRESPONDANCE 




[10]

One manuscript of 200 words containing 10 proof correction signs

OR


One Official/Business letter of 180-200 words in MS word

3.
MS EXCEL









[15]

Creating a spreadsheet with at least 5-6 columns and 6-8 rows including main heading, column headings, calculations (max, min, sum, average, or simple arithmetic operations), formatting and page setting, saving and printing the Spreadsheet.

4.
MS POWERPOINT








[10]

Creating a presentation with at least 7-8 slides including Bulleted points, Insertion of Picture / Clip Arts, Slide Transition Effects and Custom Animations, saving and printing the presentation.

5.
PRACTICAL FILE








[10]

Should contain at least 10 printouts of spreadsheets and 10 printouts of presentations created over the year verified by the Teacher / Instructor concerned to be shown to the external examiner at the time of final practical examination.

6.
VIVA










[5]
LIST OF THE RECOMMENDED BOOKS
1.  Text Book of Office Management


:
by W. H. Leffingwel

2.  An outline of Secretarial Practice and 

:
by P. K. Ghosh

     Office Management 

3.  Office Correspondence & Management

:
by B. N. Tandon

4.  Office / Secretarial Practice



:
Dr. G. D. Bist

5.  dk;kZy; / i/nrh 




:
mkW xksikyRr fc”V
6.  Office Procedure and Practice I


:
NCERT

7.  Office Management and Secretarial Practice
:
V. P. Singh
MARKING SCHEME

NOTE:  1.
For assigning the marks in practical speed test: first calculate the speed and then assign the marks to the candidate in relation to the net speed.  To encourage higher speed and accuracy the minimum speed i.e. qualifying speed holder should get the minimum pass marks i.e. 33% of marks allotted for the test for example if the list carries 30 marks then pass marks is 10 for qualifying speed of 30 wpm. 

           2.
Various norms or standards have been fixed for calculating the speed and marks system.   Following method should be followed for calculating net speed and assigning marks.

JOB – I
Every mistake/error in Typewriting should be treated as Full Error.  However, mechanical error can be ignored.


Count the Errors and Gross letters (Strokes) calculate the Net Speed and marks as under:

GL-(levied penalty) X EC


NS  =    ______________________




5   X  T


NS  = Net Speed, GL = Gross letters,  EC = Errors Committed, T = Time, levied penalty = 0 strokes for each error





NS

MO  =   MM  X   _________________     -  QMP  





QS


MO = Marks obtained, MM = Maximum marks allotted for the speed test,  NS = Net Speed, QS = Qualifying Speed, QMP = Qualifying marks penalty 

i.e. (maximum marks allotted for the test- qualifying marks)

EXAMPLE 1 :


Let GL = 2000 Strokes, EC = 10, T = 10 Minutes, MM = 30, QS = 30 wpm, Qualifying   marks = 10, QMP = 30 – 10  = 20

GL – 20 X E

Net Speed = _____________

                                      5 X  T

  2000  -  20  X  10

2000  -  200


1800


36 wpm
NS   =   ________________

__________

=   
_____

=

    5    X   10

  5    X   10


   50


=  36 wpm


Therefore marks Obtained :






NS


MQ  =  MM x   _________________    -   QMP






QS



     


36



       =   30 x  _________________    -    20





30



      =  36 – 20  =  16  marks out of 30

EXAMPLE 2 : 


Let GL = 2065 strokes, EC = 14, T = 10 mts, MM = 30 QS = 30 wpm: 

Qualifying marks = 10, QMP = 30 – 10 =20, levied penalty = 10 strokes per error.




GL  -  levied Penalty  X   EC

       NS   =   ___________________________





5    X    T


      

2065  -  20   X  14



2065  -  280

       NS   =   ___________________________  =  
___________





  5    X    10




50




1985 




   =   ________  =  39.7  = 40 wpm (say)




  50

      


NS

 MO = MM X     ___________  -   QMP





QS



   

40



    =  30  x  ________  - 20

=
20 marks out of 30




30

JOB – II
Deduct 1 mark for improper display; typing error and substract the total from 10 and award the balance.

JOB – III
Deduct 1 mark for typing error; proof correction not carried out and substract the total from 10 and award balance marks.

JOB – IV
Deduct 1 mark for improper calculating, totaling; typing error and substract the total from 10 and award balance marks.

JOB – V
Deduct 1 mark for error in clipart and presentation;


Sessional work file will be checked and signed by the Examiner.

NOTE :
While preparing the speed test paper, counting of strokes should be shown at the end of each line.  Every shift key operation, Tabular bar, space bar should also be counted alongwith every depression of the letter / sign / figure/ adjustment key essential for typing the matter, 5 Strokes constitute a word.  Levied penalty means penalty of 20 strokes for each Error in speed typing.

List of Recommended Books (Typewriting)
	1.
	English Typewriting Instructor & Office Manual 
	Dr. G. D. Bist



	2.
	Typography
	Dr. G. D. Bist



	3.
	Typing Test Guide
	Dr. G. D. Bist



	4.
	Principles of Typewriting
	By S. S. Sangal and D. P. Bhatia, Pitman Shorthand School



	5.
	Typewriting Speed & Accuracy
	By. O. P. Kuthiala



	6.
	Manual for Typists and Stenographers
	By Dr. P. Raizada
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Typography & Computer Application – Hindi – XII (Theory)

Time : 3 Hours







 
Marks : 30

Part I - Vad.k foKku ¼Typography½ - Theory

1 i=&O;ogkj & O;kolkf;d ,oa ’kkldh; i=]




vad & 05

i= Vkbi djus dh fof/k;ka & O;fDrxr] O;kolkf;d ,oa

’kkldh; i=ksa esa varj] i=ksa ds Hkkx]

’kkldh; ,oa v)Z&’kkldh; i=] v’kkldh; fVIi.kh] Kkiu]

vf/klwpuk vkfn ds izk:i

2 dkcZu izfrfyfidj.k ,oa LVsafly dkVuk ,oa cgqizfrfyfidj.k&


vad & 02

fofHkUu izdkj ds dkcZuksa ds iz;ksx] LVsafly dk iz;ksx]

LVsafly dkVus esa visf{kr lko/kkfu;ka] ,oa v’kqf);ksa dk lq/kkj]

LVsafly ls cgqizfrfyfidj.k] QksVksdkih e’khu vkfn ls izfrfyfidj.k

3 ik.Mqfyfi Vkbi djuk ,oa la’kks/ku fpg~uksa dk iz;ksx & la’kksf/kr


vad & 03

ik.Mqfyfi ,oa la’kksf/kr lkexzh Vkbi djus ls iwoZ dh lko/kkfu;ka]

la{ksfir v{kjksa dk iz;ksx

Part II – Computer Application – (Theory)


Marks: 20

      (details given in English Syllabus)

1. Spreadsheet - 







  Marks : 08

2. Power Point








  Marks : 08

3. Mail and Message system






  Marks : 04

     ijh{kk ,oa ewY;kadu fof/k & ijh{kk cksMZ }kjk yh tk,xh ftlds nks Hkkx gksaxsA

Elective II
Typography & Computer Application – Hindi – XII (Practical)

Time: 3 Hours







        Marks : 70

Part I - Vad.k foKku ¼Typography½ - Practical (O;kogkfjd)


O;kogkfjd dk;Z lS)kfUrd ikB~;dze ds vuqlkj djk;k tk,xk ftlesa nksuksa Hkkxksa dk lekos’k gksxkA

ijh{kk ,oa ewY;kadu fof/k & ijh{kk cksMZ ds ijh{kd }kjk fuEu dk;ksZa es yh tk,xh &

le; & rhu ?kaVs








vad & 70

1- xfr ijh{kk U;wure 30 ’kCn izfr feuV dh nj ls 10 feuV dh      
  
vad & 20

gksxh ftlesa de ls de 300 ’kCn ;k 1500 LVªksd gksaxsA

2- ,d O;kogkfjd ;k ’kkldh; i= ftlesa yxHkx 200 ’kCn gksaxs] lgh izk:i 
vad & 10

esa daI;wVj ij Vkbi djuk gksxk vkSj fizaV ysuk gksxk (MS Word)

3- ,d ikaMqfyfi ;k la’kksf/kr lkexzh 10 la’kks/kd fpg~uksa lfgr lgh Vkbi 
  
vad & 10


Djuh gksxh lgh izk:Ik esa

4- 4&5 dkWye vkSj 6&8 iafDr;ksa dh LizsM ’khV ij xf.krh; Qkjewyksa ls 
  
vad & 10

rS;kj djuh gksxh (Excel)

5- ,d ikoj IokWbaV ij fDyi vkVZ ;k LykbM rS;kj djds fizaV ysuk 
  
vad & 10

gksxk (Power Point)

   & O;kogkfjd dk;Z dh Qkby ckâ; ijh{kd dks fn[kkuh gksxhA

  

vad & 10

Note : The Evaluation will be done according to the set formulas in Typing speed, letter typing, manuscript etc. The formula for job 4 and 5 will be the same a applicable to job 2 or 3. 

Evaluation & Marking Scheme is given on page - 

fuoy xfr      

izkIrkad    fu/kkZfjr vad X     
________________
_ vf/kdre dVkSrh

U;wurd fu/kkZfjr xfr

fu/kkZfjr vad (Maximum Marks)] fuoy xfr (Net Speed)] U;wurd fu/kkZfjr xfr
(Qualifying Speed) vf/kdre dVkSrh (Max. Marks – Qualifying marks)

uksV & 
Vad.k ijh{kk esa izR;sd v’kqf) iwjh fxuh tk,] tSls v{kj] vad] dkSek] fojke fpg~u iSjkxzkQ Vkbi u djuk ;k xyr Vkbi djuk] v{kjksa@vadksa dk NwVuk] dsUnzh;dj.k u djuk] ’kCnksa ds chp varj u gksuk ;k vf/kd varj gksukA e’khu [kjkch dks ekQ fd;k tk ldrk gSA

dk;Z 2-

i= O;ogkj&’kkldh;@O;kolkf;d&yxHkx 200 ’kCnksa dk             

vad % 10



izR;sd v’kqf) ds fy, ,d vad dkVsa] lqanj izLrqrhdj.k u gksus ij Hkh vad dkVsaA



dkVs x, vadksa dks 10 ls ?kVkdj vad iznku djsaA

dk;Z 3-
lkj.kh & 3&4 dkye] 5&6 iafDr;ka] ’kh"kZd lfgr & yxHkx 150 ’kCn@vad % Vad.k v’kqf) ,oa dkyeksa ds chp dk varj] ’kh"kZd vkfn lfgr izR;sd v’kqf) ds fy, ,d vad dkVsaA dqy vad 10 esa ls ?kVkdj ckdh vad nsaA






vad % 10

dk;Z 4-
ik.Mqfyfi Vkbi djuk & izwQ djsD’ku U;wure 10 fpg~uksa lfgr] 150 ’kCn % izR;sd v’kqf) tks Bhd ugha dh xbZ ;k vU;Fkk Vkbi djrs le; dh xbZ] ds fy, ,d vad dkVsa vkSj dqy dkVs x, vadksa dks 10 ls ?kVkdj vad nsaA






vad % 10

dk;Z 5-
okf"kZd dk;Z dk ewY;kdau ijh{kd }kjk fd;k tk,xk tks ijh{kkFkhZ }kjk fd, x, dk;Z dh Qkby ds ewY;kdau ds vk/kkj ij vad iznku djsxkA




vad % 10

uksV & 
ijh{kd ijh{kk iz’u&i= rS;kj djrs le; bu funsZ’kksa dk iw.kZ :I ls ikyu djsxkA xfr ijh{kk iz’u&i= esa LVªksdksa dh fxurh djrs le; izR;sd dqath izgkj] tSls f’k¶V dqath] VSc ckj] leatu dqath ¼tks v{kj@’kCn dks Vkbi djus ds fy, vfuok;Z gks½ dh Hkh fxurh djsxkA dqy LVªksd dks 5 ls foHkkftr djus ij ’kCn cusaxsA LVªksdksa dh fxurh djus ds dkj.k fgUnh esa Hkh fu/kkZfjr xfr 30 ’k-iz-fe- dh xbZ gSA

laLrqfrr iqLrdksa dh lwph

1- nsouxjh VkbijkbfVax izf’k{kd

& x`g ea=ky; Hkkjr ljdkj

2- Vad.k dyk



& vkj- lh- dqfB;kyk

3- fgUnh VkbijkbfVax izf’k{kd rFkk

dk;kZy; lgk;d



& Mk0 th-Mh- fo"V

4- fof’k"V Vad.k xfr vH;kl

& Mk0 th-Mh- fo"V
fgUnh VkbijkbfVax&ijh{kk ,oa ewY;kdau i}fr

dsoy ijh{kdksa ds fy, ¼d{kk&12½

3 ?kaVs










vad % 70

dk;Z 1- xfr ijh{kk & 10 feuV  fu/kkZfjr xfr & 30 ’k-iz-fe-



vad % 30


xfr ijh{kk igys yh tk,xhA ml ds ckn vU; dk;Z fd, tk,axsA igys v’kqf);ka vafdr djsa]
       mudks fxusa vkSj fuEu fof/k ¼fof’k"V lw=½ ls xfr fudkysaA

        dqy LVªksd & 25 X v’kqf);ka

fuoy xfr = 


             5 X le;

mnkgj.k ds fy, ;fn dqy LVªksd = 2000] v’kqf);ka =  20

fuoy xfr =        2000 & 25 X 20 

=                200 – 500

                  5 X le;                          50


   =     1500



=       30 ’kCn izfr feuV



  50

Elective – III                                              604
CLASS XII

OFFICE PROCEDURES & PRACTICES

(THEORY)

Time Allowed : 3 Hours








MM : 60


(1)
MAIL AND DOCUMENT HANDLING:




      (10)

· meaning & Importance of Mail, Centralization and Decentralization of Correspondence,

· handing Inward and Outward Mail; 

· Mail room Equipment – sorting table, rack, Letter opening machine, Postal Franking Machine, Mailing

· Scale, Post Office Guide

· Services rendered by Postal Department – Registered, Ordinary, Insured, Business Reply Card, Certificate of Posting, Speed Post, Post Bag, Post Box, Telegrams

(2)
FILING AND INDEXING:






      (10)

· Meaning and Importance of Filing;

· Essentials of good filing system;

· Classification of Files;

· Centralized and Decentralized system of filing;

· Modern methods of filing: Horizontal, Vertical, Suspension and Lateral

· Weeding of old records

· Meaning, importance and types of indexing


(3)
OFFICE MACHINES:







     (10)

· Advantages and disadvantages of mechanization;

· Factors in selecting office machines;

· Different types of machines: Typewriter, Stencil

Duplicator, Copy Printer, Photocopier, Dictaphone, 

Cash Register, Note Sorting and Counting Machine,

Time Recorder, CCTV, Laptop, Answering Machine, Computer, Mobile


(4)

OFFICE COMMUNICATION:






    (20)

· (4.1)  Need and Importance of Communication 



(5)

Oral Communication: Telephone Etiquettes, Nothing of telephone message, Handling telephonic calls, phonograms, use of telephone directories and yellow pages, EPABX system.


-
(4.2) Written Communication: 





(10)


-
Business Correspondence



Essentials of Business Correspondence



Structure of Business letter;

Types of business letter – Enquiry, Quotation, Placing an order, Payment, Complaints and Adjustments



-
(4.3) Electronic Communication:





(5)



Fax (Facsimile), E-mail and Internet


(5)

MEETINGS:








(10)

· Meaning and requisites of a valid meeting;

· Drafting of Notice, Agenda and Minutes of Meetings;

· Terms used in the conduct of meeting-quorum, proxy,  adjournment, motion, amendment and resolution; Casting vote, Poll

· Secretarial duties before, during and after a meeting

Elective – III

CLASS XII

OFFICE PROCEDURES & PRACTICES

(PRACTICAL)

Time Allowed : 3 Hours








MM : 40
NOTE:  The Practical should be as near as the actual work performed in the office
Job 1 

MAIL AND DOCUMENT HANDLING:





(5)

Making entries in Inward/Outward Mail Register, Use of letter opener, time and date stamp; Receiving & sorting mail department wise, distributing mail, preparation of envelopes, attaching enclosures, folding & inserting of letters, weighing & stamping, entering in peon book, preparation of railway and postal parcels.

Job 2 
FILING & INDEXING 







(5)


Keeping office files alphabetically, using numeric filing system, Arranging office files subject wise, geographically; searching a particular file from a filing cabinet, preparing Book index for all equipments and material kept in an office.

Job 3 

PRACTICE ON THE FOLLOWING MACHINES 




(5)


Photocopier, FAX, Franking machine, Duplication machine, Dictaphone, laptop, e-mailing;

Job 4

COMMUNICATIONS








(5)



Drafting of the following business letters;



Letter of Enquiry, quotation, letter placing an order and letter of complaint

Job 5

MEETINGS









(5)



Drafting of Notice, Agenda and Minutes of a meeting

Job 6

VIVA AND FILE WORK






        (15)
