
¼28½ VªsM&Vad.k fgUnh ,oa vaxzsth 
d{kk&11 

  

ikB~;Øe dh mi;ksfxrk;sa& 

 bl ikB~;Øe dk v/;;u djus okys Nk= fuEu jkstxkj izkIr dj ldrs gSaA Vad.k ¼VkbfiLV½ Vad.k ,oa 
fyfid ¼VkbfiLV&de&dydZ½ yksoj fMohtu DydZ] vij fMohtu DydZ] fyfid ¼DydZ½ ,oa Lo&jkstxkj Vad.k 
laLFkk ¼Vkbfiax bULVhV~;wV½] dk;Z Vad.k ¼tkac Vkbfiax½] va'k dkyhu Vad.k ¼ikVZ Vkbe VkbfiLV½ vkfnA 

mn~ns';& 

 ¼1½ Nk=ksa dks vk/kqfud ;qx esa Vad.k ds egRo] fodkl vkSj izHkkoksa dk Kku djkukA 

 ¼2½ Nk=ksa dks Vad.k&cSBu ¼Vkbfiax iksLpj½] Vad.k&lkexzh izcU/k ,oa d{kk lekfIr fof/k] Li'kZ ,oa ;qxd`fr 
xfr x.kuk dk vocks/ku djkukA 

 ¼3½ Nk=ksa esa fuEu {kerkvksa dk fodkl djukA 
 ;kaf=d fu;a=.k ¼eSU;qiqysfVo dUVªksy½ dkxt dks e'khu esa yxkuk o e'khu ls fudkyuk] 'kCn] okD;ka'k] 
okD; ,oa vuqPNsn Vad.k] vad ,oa ladsr Vad.k] e/; Vad.k ¼lkQMfV½ yEcor~ ,oa {kSfrftd&xf.krkRed ,oa 
vuqekfur e/; Vad.k ¼eSFkesfVdy ,oa ttesUV IyslesUV½ i=ksa dk fofo/k :iksa esa Vad.k] tSls CykDM LVkby] lseh 
CykDM LVkby] uksek] flEIyksQkbM ¼ysa gd ,oa fefJr iadP;w,s'ku ds lkFk½] lkaf[;dh Vad.k ¼vkfFkZd O;kolkf;d 
,oa ykxr fooj.k½] izwQ jhfMax ,oa =qfV lq/kkj] ljdkjh] v)Z ljdkjh ,oa xSj ljdkjh ¼O;kolkf;d vkfn½ laLFkkvksa 
esa iz;qDr gksus okys fofHkUu i=] izi= izk:i ,oa eqfnzr QkeksZa ij Vad.k ,oa fopkj Vad.k ¼dEiksftax ,M nh Vkbi 
jkbVj½ vFkkZr~ Vad.k ;a= ds ys[ku ;a= ds :i esa iz;ksx] Hkwjs Qksrs ls Vad.k ¼Vkbfiax Qzke jsdtsMVsi½ Vad.k 
e'khu dh lqj{kk ,oa ns[k&Hkky] e'khu dh lQkbZ djuk vkSj mlesa rsy Mkyuk] Qhrk cnyuk ¼psftax nh fjcu½] 
y?kq ejEer dk;Z ¼ekbuj fjis;j odZ½A 
 ¼4½ Nk=ksa esa vaxzsth Vad.k dh 40 'kCn izfr feuV vkSj fgUnh dh 30 'kCn izfr feuV xfr dk fodkl 
djukA 
 ¼5½ Nk=ksa eas O;fDrxr ,oa dk;Z vknrksa ¼ilZuy ,s.M odZ gSfcV~l½ tSls&O;fDrxr fn[kkoV ¼ilZuy 
,ih;jsUl½A lQkbZ 'kq)rk] 'kh?kzrk] fu;ferrk] drZO; ijk;.k;rk ,oa fu"Bk] le; ikcUnh] LosPNk dh Hkkouk vkfn 
dk fodkl djuk] vkns'kksa@funsZ'kksa dk ikyuA 
 ¼6½ Nk=ksa dks rqjUr jkstxkj ds fy;s rS;kj djukA 
ikB~;Øe& 
 bl VªsM esa ikap&ikap ?kUVs ds rhu iz'u&i= vkSj iz;ksxkRed ijh{kk Hkh gksxhA vadksa dk foHkktu ,oa 
le; fuEuor~ jgsxk& 

¼d½ lS)kfUrd&   
 iw.kkZad mRrh.kkZad 

izFke iz'u&i=&cgh[kkrk rFkk ys[kk'kkL=&I 60 20 
f}rh; iz'u&i=&cgh[kkrk rFkk ys[kk'kkL=&II    60   20  
r`rh; iz'u&i=&O;kolkf;d ,oa dk;kZy; laxBu        60    300        20    100 
prqFkZ iz'u&i=&chek& Vad.k fgUnh ,oa vaxzsth 60 20 
iape iz'u&i=&chek& Vad.k fgUnh ,oa vaxzsth 60 20 

¼[k½ iz;ksxkRed& 400 200 
 

 Vhi&ijh{kkfFkZ;ksa dks izR;sd fyf[kr iz'u&i= esa U;wure mRrh.kkZad 20 rFkk ;ksx esa 33 izfr'kr vad ,oa 
iz;ksxkRed ijh{kk esa 50 izfr'kr mRrh.kkZad ikuk vko';d gSA 

lS)kfUrd ikB~;Øe 
izFke iz'u&i= 

¼cgh[kkrk rFkk ys[kk'kkL=&I½ 
vf/kdre vad&60 
U;wure vad&20 



 1&ys[kkadu fl)kUr&izR;; rFkk vo/kkj.kk] nksgjk ys[kk iz.kkyh dk fl)kUrA 10 
 2&izkjfEHkd ys[kk dh iqLrdsa rFkk [kkrk cgh] [kkrk cfg;ksa esa [krkSuh dh frfFk&1] ryiV 

rS;kj djuk ,oa mudk lq/kkjA 10 
 3&jksdM+ iqLrd] psd lEcU/kh ys[ks] cSad lek/kku fooj.kA 10 
 4&fofu;e foi= lEcU/kh lS)kfUrd ,oa O;kogkfjd Kku rFkk rRlEcU/kh ys[ksA 10 
 5&vfUre [kkrksa dks rS;kj djuk&lek;kstukvksa lfgr O;kikj ,oa ykHk&gkfu [kkrk rFkk 

vkfFkZd fpV~Bk rS;kj djukA 20 
f}rh; iz'u&i= 

¼cgh[kkrk rFkk ys[kk'kkL=&II½ 
vf/kdre vad&60 
U;wure vad&20 

 1&xSj O;kikfjd laLFkkvksa ds [kkrs&izkIr rFkk Hkqxrku [kkrs] vk;&O;; [kkrs] vfUre [kkrsA 10 
 2&âkl ifjHkk"kk&âkflr djus dh fofHkUu i)fr;kaA            20 
 3&lap; ¼izko/kku½ vkSj dks"kA 20 
 4&iwathxr ,oa vk;xr ensaA 10 

r`rh; iz'u&i= 
¼O;kolkf;d ,oa dk;kZy; laxBu½ 

vf/kdre vad&60 
U;wure vad&20 

 1&O;kolkf;d laxBu&vFkZ] mn~ns';] egRoA 10 
 2&O;kolkf;d laxBu ds izk:i&,dy O;olk;] lk>snkjh laxBu] la;qDr LdU/k] dEiuh ,oa 
lgdkjh Hk.Mkj] lkoZtfud miØeA 20 
 3&dk;kZy; laxBu&vFkZ] egRo ,oa dk;Z] ,d vPNs laxBu ds egRoiw.kZ rRo] ,d vPNs 
dk;kZy; LFkku ds pquko ds eq[; rRo] dk;kZy; ds foHkkxA 10 
 4&dk;kZy; dk;Z&fof/k] uLrhdj.k&ysVh ,oa [kM+h Qkby] vuqØef.kdk] foKkiu ,oa foØ; 
dyk dk;Z ls lEcfU/kr laf{kIr vk[;k ys[kuA 20 

prqFkZ iz'u&i= 
¼Vad.k fgUnh rFkk vaxzsth½ 

vf/kdre vad&60 
U;wure vad&20 

bdkbZ&1&  
  10 

vk/kqfud ;qx esa Vad.k dk egRo] Vkbi e'khu ,oa ys[ku ;a= ds :i esa] Vad.k dk O;kolkf;d ,oa 
O;fDrxr iz;ksxA 
 fofHkUu izdkj dh Vkbi e'khusa] gkFk ls pykus okyh VkbijkbVj] fctyh VkbijkbVj] bysDVªks VkbijkbVj 
,oa oMZ izkslsljA Vkbi ds izdkj&Li'kZ iz.kkyh o n`Vk iz.kkyh] buds xq.k&nks"kA   
bdkbZ&2&  
  10 
 Vkbi djrs le; lkexzh dh O;oLFkk] Vad.k djrs le; cSBus dh dykA 
 Vad.k e'khu esa iz;qDr dy&iqtsZa ,oa mudk iz;ksxA 
 Vad.k e'khu dk ifjpkyu] fu;U=.k&ekftZu] LVkIl] isij xkbM] isij fjyht] ykbu Lis'k xst] flfy.Mj 
okp] f'k¶V dh Lislokj vkfn] Vad.k dkxt yxkus dh dyk ,oa dkxt fudkyus dh fof/kA 
bdkbZ&3&  
  10 
 dy iVy ¼dh cksMZ½ dks iwjk djuk] o.kZekyk] 'kCn] okD;ka'k] okD; ,oa vuqPNsnksa dh Vad.k fof/k crkuk] 
mu ladsrksa dk Vad.k tks dy&iVy esa ugha fn;s x;s gSaA 
bdkbZ&4&  
  10 



 yEcor~ ,oa {kSfrftd e/; esa Vad.k djukA x.kfrd ,oa vkH;kfld LFkk;hdj.k] izwQ jhfMax esa iz;qDr gksus 
okys fpUg] la'kks/ku gsrq iz;qDr gksus okyh oLrq,a] jcj] jklk;fud dkxt] jklk;fud nzO; inkFkZ] e'khu esa fn;k 
gqvk lq/kkj] Vg ladqpu ,oa foLrkj.kA 
bdkbZ&5&  
  10 
 i=ksa dk Vad.k] cUn ,oa fefJr fpUgksa ¼iaDP;q,lUl½ ds lkFk CykDM] lseh CykDM ,oa uksek flEIyhQkbM 
:i esaA y?kq i=ksa dk Vad.k] ,d iUus dk i= ,oa ,d iUus ls vf/kd i= dk Vad.kA fyQkQs o vUrnsZ'kh; i= 
ij irs Nkiuk] layXu i=ksa dks Vkbi djukA 
bdkbZ&6&  
  10 
 rkfydk Vad.k ,oa mldk izn'kZu] dkcZu dkxt dk iz;ksx] iz;ksx dh fof/k;ka&e'khu i)fr o MsLd 
i)fr] dkcZu izfr ij v'kqf) dk la'kks/kuA 
uksV& dsoy lS}kafrd iz’u gh iwNs tk;sxsA Vkbi e’khu dk iz;ksx dsoy iz;ksxkRed ijh{kk esa gh fd;k tk;sxkA 

 

iape iz'u&i= 
¼Vad.k fgUnh ,oa vaxzsth½ 

vf/kdre vad&60 

U;wure vad&20 

 Unit 1--(a) Importance of typewriting in modern era, type writing for vocational use, 
personal use and college preparatory. 15  

 Various kinds of  typewriters based on the make, the type, the size, the language etc., 
manual typewriter, word processor. 

 Systems of typing--Touch system and sight system, thier advantages and disadvantages. 

 (b) Arranging the materials for typing and end of the class procedure. 

 Correct typing presirres operative. 

 Various parts of typewriter and their uses Va. 

 Manipulative control, margin steps, paper guide, paper release, line space guage, cylinder 
knobs, shift key, space bar etc. 

 Insertion and removal of paper in/out of the machine. 

 (c) Covering the key-board-Typing of alphabets, words, phrases, sentences and small 
paragraphs. 

 Typing of number and symbol keys-typing of symbols not given on the key-board. 

 Unit 2--(a) Centering horizontal and vertical mathematical and judgement placement. 15 

 Proof reading and correction of error, Proof correction marks, use of different type of 
erasing material, erasures (rubber, pencil), chemical paper, chemical liquid correction tape 
within the machine, squeezing and spreading. 

 (b) Typing of letters--Blocked, semiblocked and NOMA simplified with open, closen and 
mixed punctuations, typing of short letters (small and/or full size letter papers) one page letter 
and letter running into more than one page. 

 Typing of addresses on envelopes, inland and post cards including window display chain 
feed. 

 Typing of annexures and appendices to letters. 

 Unit 3-- (a) Tabular typing, two column table and multiple column, table box etc., display 
or tabulation work. 15 



 Typing of financial and costing statements. 

 (b) Use of carbon paper for taking out more than one copy. 

 Methods of using carbon Machine Assembly Method and Desk Assembly Method. 

 Correction of errors on the carbon copies (paper being in the machine and taken out of 
the machine). 

 Unit 4--Stencil cutting., Its insertion in the machine, change of ribbon setter or removal or 
ribbon. 15 

 Placement of subject matter use of different materials like a styles Scale slates signature 
pad etc. 

uksV& dsoy lS}kafrd iz’u gh iwNs tk;sxsA Vkbi e’khu dk iz;ksx dsoy iz;ksxkRed ijh{kk esa gh fd;k tk;sxkA 
 

iz;ksxkRed ikB~;Øe 

¼fgUnh Vad.k½ 

iw.kkZad&400 

U;wure vad&200 

cM+s iz;ksx& 

 1&fn;s x;s funsZ'kksa ds vuqlkj i= rS;kj djuk] iwaN&rkN ds i=] fu[kZ ¼dksVs'ku½] vkns'k-i=] lwpuk-i=] 
dk;kZy;-i=] vkns'k-i=] foØ;-i=] xzkgdksa dks Ø; gsrq izsf"kr djus okys i=] rdkns ds i=] Lef̀r&i=] 
f'kdk;rh&i=] u'rh i=] ,tsUlh lEcU/kh&i=] cSad o chek lEcU/kh-i=] ifjp;-i=] v)Z ljdkjh-i=] flQkj'kh-
i=] ukSdjh gsrq vkonsu&i=] lk{kkRdkj i=] fu;qfDr&i=A 

Practicals 

ENGLISH TYPEWRITING 

 1--Typing of difficult words, phrases, sentences and paragraphs. 

 2--Typing for numbers and symbols not given in the key-board. 

 3--Typing of short and long letters in various styles on different sizes of papers/letter head. 

 4--Typing of addresses on post cards, inlands and envelopes of various sizes. 

 5--Typing of tables with multiple columns. 

 6--Typing of invitations cards, menu cards programme etc. 

 7--Typing on charts, graph papers etc. 

iz;ksxkRed ijh{kk gsrq vad foHkktu 

1-   200  vad 

 lwph ^d* ls 40 vad 

 lwph ^[k* ls 60 vad 

 lwph ^x* ls 60 vad 

 ekSf[kd ,oa fjdkMZ 40 vad 

 

2-    

¼d½ l=h; dk;Z 100 vad 

 l=h; dk;Z dk foHkktu mifLFkfr ,oa vuq'kklu 10 vad 

 fyf[kr dk;Z 20 vad 

 nks o"kksZa esa 5 VsLV ds vk/kkj ij  50 vad 



 ekSf[kdh 20 vad 

  ¼[k½ vkS|ksfxd laLFkkuksa vFkok dk;kZy;ksa }kjk iznRr Js.kh ds vk/kkj ij 100 vadA 

Vhi& 

 1&iz;ksxkRed ijh{kk esa mRrh.kZ gksus ds fy;s 50 izfr'kr vad ikuk vko';d gSA 

 2&izR;sd /kkjk ds fy;s 4 ;k 5 dk;Z&LFky dk p;u djuk gksxk vkSj ,d dk;Z&LFky ij 4 ;k 5 Nk= 
gh ,d le; ij izf'k{k.k izkIr djsaxsA 

 3&,d jkstxkj ¼tkc½ ls lEcfU/kr fofHkUu izdkj ds dk;ksZa dk voyksdu djds Nk=ksa ls mu dk;ksZa dks 
djkuk gS ftlls mls jkstxkj ls lEcfU/kr ;ksX;rkvksa ,oa {kerkvksa dk fodkl rFkk vknrksa dk fuekZ.k fd;k tk 
ldsA bldk mn~ns'; Nk=ksa esa vftZr lS)kfUrd Kku ,oa iz;ksxkRed dk;ksZa dks dk;Z ds :i esa ifjf.kr djuk gSA 

 4&dk;Z dk fujh{k.k v/;kid rFkk Lokeh ¼bEIyk;j½ }kjk fd;k tk;sxkA ijh{k.k dk;Z v/;kid@Lokeh 
¼bEIyk;j½ dh vuq'kalk ds vk/kkj ij fd;k tk;sxkA ;g 400 vad dk gksxkA okg~; ijh{kd }kjk 'ks"k 200 vad esa 
ijh{k.k fd;k tk;sxkA 

 5&izR;sd Nk= iz;ksxkRed dk;ksZa dk iw.kZ ys[kk j[ksxkA  

 6&Nk=ksa dks Nk=&òfRr nsus dk izko/kku gksuk pkfg;sA 

 7&Nk=ksa dks dk;ZLFky ij iw.kZ le; rd jguk pkfg;sA mUgsa izfrfnu fo|ky; vkus ;k tkus dh 
vko';drk ugha gSA 

laLrqr iqLrdsa %& 

Øekad iqLrd dk uke ys[kd dk uke izdk'kd dk uke ,oa irk ewY; laLdj.k  

1 2 3 4 5 6 

1- vuqie Vkbfiax ekLVj Jherh m"kk 
xqIrk 

vuqie izdk'kd] f'kodqVh] 
bykgkckn 

6-00 1989 

2- fgUnh Vkbfiax jkbfVax ]] fo".kq vkVZ izsl] bykgkckn 12-00 1987 

3- fgUnh Vkbfiax jkbfVax] 
O;kogkfjd ,oa fl)kUr 

]] lqij ifCy'klZ] y[kuÅ 12-00 1987 

4- O;kogkfjd Vad.k ]] midkj izdk'kd] vkxjk 15-00 1987 

5- lqij Vkbfiax ekLVj 
¼vaxzsth½ 

]] lqij ifCy'klZ] y[kuÅ 6-00 1988 

 
 


