Central Board of open Schooling and Examination

Academic Year 2025-26

Subject: Trade-23 Shorthand & Typewriting Hindi

Class: 12th

Part A: Theory / @aﬁm HIT
Unit 1: Introduction to Shorthand / QTTE%’S’WW

English

Meaning, importance, and scope of shorthand
Principles of Hindi shorthand

Characteristics of good shorthand writing
Uses of shorthand in offices and media

Hindi
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Unit 2: Hindi Shorthand Script & Rules / %ﬁw‘ﬁ%sﬁrﬁwﬁuw

English

Consonants, vowels, strokes, joining rules
Word-signs, phrases, abbreviations
Speed-building techniques

Dictation methods and accuracy

Hindi
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Unit 3: Typewriting — Basics / E'IETITI?{%T—H\EW

English

Parts of typewriter

Sitting posture and hand placement
Typing techniques, finger movement
Care and maintenance

Hindi
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Unit 4: Hindi Typewriting Rules / %aETE'QTI'E'ﬁ"T & fraw

English

Hindi keyboard layout

Spacing rules, margin settings
Typing accuracy and error correction
Typing paragraphs, letters, statements

Hindi
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Unit 5: Office Communication /Wﬁl’!ﬁﬂ'ﬁw

English
o Official letters, notices, circulars
« Report writing basics
o Format of office documents

Hindi
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Part B: Practical / U HIRT
Unit 6: Shorthand Dictation Practice / QTT?%G’%TJI%"\’H S

English

o Dictation @ 60-80 words per minute
« Transcription of shorthand notes
e Transcription on paper and computer

Hindi
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Unit 7: Typewriting Practice / E'IE'CITIE'%"T ST

English

e Speed test: 25-35 words per minute

o Hindi letter typing

« Paragraph, statement & tabular typing
Hindi
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Unit 8: Computer Typing (Optional) / W E'Igﬁ'ﬂ (W)
English

e Introduction to Hindi typing on computer
« Unicode, Remington, and Inscript basics

Hindi
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Examination Structure / V&1 ST

Theory Exam (Written): 60 Marks

e Short answer / long answer questions
o Application-based questions

Practical Exam: 40 Marks

« Shorthand dictation and transcription
e Typewriting speed test
o Letter/paragraph typing

Learning Outcomes / fRregor ufvomya

Ability to take Hindi shorthand dictation with accuracy
Ability to transcribe notes neatly and correctly
Competence in typewriting with proper formatting
Familiarity with office communication and documentation
Improved typing and shorthand speed

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.



