Central Board of open Schooling and Examination

Academic Year 2025-26

Subject: Trade 25 Secretarial Practice

Class: 12th

Part A: Theory (@'\ﬁ) — 70 Marks
Unit 1: Introduction to Secretarial Practice
Hindi:

. iYarer 31 1 3, I 3R e
. ftra Bt Aar, Sdod 3R AaIRe Afddwd
. HEafaa ¥ gfa B Y

English:

« Meaning, purpose and importance of Secretarial Practice
« Qualifications, duties and professional ethics of a Secretary
e Role of a secretary in an office

Unit 2: Office Organisation & Management

Hindi:

. PRI BT IS 3R T

. FHrafay yeyE & Rigid

. PRIEY T, 395 S 9 S
. THY Uy 3R B wyfiear

English:

Office organisation and structure
Principles of office management

Office staff and their responsibilities
Time management and work prioritization



Unit 3: Communication in Office

Hindi:

. AR &1 31, UHR 3R Agd

. fofea, At 9uT gaee e 9aR

. HEUIR® TR - U7, i, 39, 38d
. CoiH RISER

English:

Meaning, types and importance of communication
Written, verbal and electronic communication

Business correspondence — letters, notices, memos, e-mails
Telephone etiquette

Unit 4: Office Records & Filing System
Hindi:
. RPIS Pt sawadmal Td arfiexul
o OISl RieeH — IRYTT, TR
. oIS TRerv1 ud Y B bl sk
. SARIMD RPie UaeH
English:

Need and classification of records
Filing systems — definition and types
Record preservation and disposal
Electronic record management

Unit 5: Office Machines & Technology
Hindi:

. 3-3ffhy, fSfTea wrefelm

. STIERET 3R dFH3M

English:

o Office machines: computer, printer, scanner, copier
o E-office, digital filing



o Data security and backup
Unit 6: Meetings & Minutes Writing
Hindi:

. 96 &1 34U IR UBHR
° Wﬁmm,m,w
. B (Minutes) BT TG 3R IR

English:

« Meaning and types of meetings
e Meeting preparation: agenda, notice, quorum
e Minutes writing: process and format

Unit 7: Banking & Financial Duties of a Secretary
Hindi:
e TG YUY — TWIG T YT

English:

e Banking documents
o Cheques, passbook, cash book
o Cash management — receipts and payments

Unit 8: Human Resource & Office Behaviour
Hindi:

T G BT Jd Uy
. I, AJd 3R FRIRE TdER
. SR RIFER

English:

e Introduction to Human Resource basics
o Teamwork, leadership and workplace behaviour
o Office etiquette



Part B: Practical (m) — 30 Marks

Practical Components

Hindi:

GRS U T4 SHS AieT =T
ey, ToieT 3R ey foramn
BIgfeitT e d &1 3/

RPIS g daR Bl

HIATAT IUDHRUN BT TR 3R IJUTNT
TR GHTSOT BT 34T

o krwnPE

English:

Drafting business letters and emails
Writing notices, agenda and minutes
Practice of filing systems
Preparation of record books
Demonstration of office equipment
Telephone handling practice

oakrwdE

B Examination Pattern (T\&&IT aﬁ)

Theory Exam — 70 Marks

e Objective Questions
e Short Answer Questions
e Long Answer Questions

Practical Exam — 30 Marks

e File work
e Viva
e Practical performance

Final Note

This curriculum is designed to empower learners with knowledge, skill, and
ethical values — nurturing them into responsible citizens and competent
professionals who contribute meaningfully to society and the nation.



