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SIX MONTH CERTIFICATE COURSE 
 

IN 
 

SHORTHAND AND TYPING 
(HINDI) 

 
Sl. No.  Module  Name of Module  Duration  

 
1.  
 

Module 1  Shorthand Hindi -I  6 weeks  

 
2.  
 

Module 2  Typewriting Hindi -I 6 weeks  

 
3.  
 

Module 3  Shorthand Hindi -II  6 weeks  

 
4.  
 

Module 4 Typewriting Hindi -II 6 weeks  

 
 

MAIN FEATURES OF THE CURRICULUM 
 

 
 
1.   Title   of  the  Course         :  Certificate course in ShortHand and Typing (Hindi) 
     
2.   Duration of the Course       :  Six Month 
 
3.   Type of the Course             :  Full Time Institutional  
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1. SHORTHAND HINDI-I (Practical) 

vk’qfyfi fgUnh  ¼iz;ksxkRed½ 
  

1- o.kZekyk fp= dk vH;klA  doxZ] poxZ] loxZ] ioxZ] vUrLFk] m”e] ukflD;] la;qDr O;atu 
2- O;atuksa dks feykdj fy[kus dk vH;klA 
3- Lojksa dk iz;ksx rFkk vH;klA  fcUnq Loj xgjs fcUnq ¼nh?kZLoj½] gYds fcUnq ¼y?kqLoj½] Loj] xgjs 

MS’k] gYds MS’k] rrh; LFkku ds Loj dk iz;ksxA 
4- Nks O;atuksa ds chp Loj dk iz;ksxA 
5- Fojke fpUgksa dk iz;ksxA 
6- ‘kCn fpUgksa dk vH;klA 
7- roxZ ds oSdfYid :iksa dk iz;ksxA  nkWa;kpki] ckWa;kpkiA 
8- l] ‘k] t o`Rr rFkk o`Rr ds lkFk Lojksa dk iz;ksx rFkk vH;klA  g] ‘k O;atuksa ds fodflr iz;ksxA 
9- loZuke dk vH;kl rFk mldk iz;ksxA  ljy js[kkvksa] odz js[kkvksa ds lkFk l dk iz;ksx] js[kkvksa ds 

lkFk l] {k dk iz;ksx] Lo o`Rr dk iz;ksxA 
10- vuqLokj iz;ksxA  vuqLokj esa MS’k Loj] fcUnq LojA 
11- okD;ka’k iz;ksxA 
12- fdz;k foHkfDr;ksa dk iz;ksxA 
13- ß j Þ vkSj  ß y Þ vkadMs dk iz;ksx rFkk vH;klA  ljy] odz js[kkvksa esa vkadMs ds lkFk l o`Rr 

dk iz;ksxA 
14- u@ .k];@o Q ‘ku@”k.k@gqd dk iz;ksxA 
15- la;qDr O;atuksa dk iz;ksxA 
16- yoxZ ds gqd ;qDr oSdfYid pkiksa dk vH;klA 
17- v}Zdj.k dk iz;ksx ,oa vH;klA  gYds O;atuksa] xgjs O;atuksa ds fy, v}Zdj.k iz;ksxA 
18- f}xq.ku dk iz;ksx ,oa vH;klA 
19- milxZ ,oa izR;;ksa dk iz;ksx ,oa vH;klA 
20- O;atu js[kkvksa dks dkVdj okD;ka’k fuekZ.kA 
21- Lakf{kIr{kkj tqV ,oa foykse ‘kCn ,oa foHkkxh; okD;ka’kA  lkekfld ‘kCn] foHkkxh; ‘kCn] jsyos foHkkx] 

fo/kkf;dk] U;k; ikfydk] dk;ZikfydkA 
ijh{kk                                               
 vk’kqfyfi dk ,d x|ka’k 05 feuV esa 300 ‘kCnksa dkA  60 ‘kCn izfr feuV dh xfr ls fMDVs’ku ysdj 
vuqfyfi djukA 
 ,d O;kolkf;d i= ftlesa 250 ‘kCn ls vf/kd u gksaxs 5 feuV dkA  50 ‘kCn izfr feuV ds xfr ls 
fMDVs’ku ysdj vuqfyfi djukA   2 



2. TYPEWRITING HINDI-I (Practical) 
     fgUnh VkbijkbfVax ¼iz;ksxkRed½ 
  

1- Vad.k e’khu ds lEeq[k cSBus dh lgh fn’kk fLFkr o ckgjh iatksZ dk izkjfEHkd KkuA 
2- Dy ij dkxt p<+kuk o mrkjukA 
3- gkf’k;k fuf’pr djukA 
4- gkse dht o vU; cVuksa ij maxfy;k j[kukA 
5- ‘kCnksRrj NM+ dk iz;ksxA 
6- Li’kZ iz.kkyh }kjk Vkbi djukA 
7- v{kjksa o okD;ksa dk Vkbi djukA 
8- f’kQ~V dh dk o f’kQ~V ykWad dk iz;ksx djukA 
9- vuqPNsn cukus lEcU/kh iqtksZa dk iz;ksxA  vuqPNsn cukus dh fof/k& bUMsUVM i}fr] Cykd i}fr] 

gSafxx }kjk O;kdj.k fpUgksa dk iz;ksx] ,d Lis’k] nks Lis’k] fcuk Lis’kA 
10- ‘kCn Nkius dk vH;kl] xfr o y; ds lkFk VkbZi djuk] gYds gkFkksa ls VkbZi djukA 
11- ‘kh”kZd Nkius dk vH;klA  py Lis’k fof/k] cSd Lis’k fof/kA 
12- NksVs&cMs+ i=ksa@O;kikfjd o ljdkjh dks NkiukA  ‘kkldh; i=] v’kkldh; i=] dk;kZy; Kkiu] 

vf/klwpuk] Ik`”Bkadu vkfnA 
13- Fjcu cnyukA 
14- v’kqf};ks dks Bhd djukA 
15- dEI;wVj VkbijkbfVax 
u¨V %&  VkbijkbfVax ySo& 04 
    dEI;wVj VkbijkbfVax ySo& 02 

 
ijh{kk        
 

1- ,d m)Zj.k ftlesa 60 ‘kCn ls vf/kd u gksA  30 feuV esa 20 ‘kCn izfr feuV dh xfr ls Vkbi 
djukA 
2- ,d O;kolkf;d i= rFkk ,d ‘kkldh; i= ftlesa izR;sd esa 225 ‘kCn ls vf/kd u gksaxsA  15 ‘kCn 
izfr feuV dh xfr ls 30 feuV esa Vkbi djukA 
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3. SHORTHAND HINDI – II (PRACTICAL) 

vk”kqfyfi fgUnh ¼iz;ksxkRed½ 

 

 

1- fo”ks’k fo’k;ksa dk vH;klA 

 ¼v½ O;atu dks vk/kk djus dk vH;klA r] V gYds O;atuksa ds fy;s v)Zdj.k] n] 

M] <] ?k xgjs O;atuksa ds fy;s v)Zdj.k djus ds fy;s fu;eA 

 ¼c½ O;atu dks nwuk djus dk vH;klA ljy js[kkvksa dks nwuk djuk] oØ js[kkvksa 

dks nwuk djuk] y O;atuksa dks nwuk djus ds fy;s fu;e] fØ;k foHkfDr ds fy;s 

f}x.ku] okD;ksa”kksa esa f}x.ku 

 ¼l½ f}/ofud ek=kvksa dk vH;klA 

 ¼n½ f=/ofud ek=kvksa dk vH;klA 

2- izR;;] milxZ laf/k dk vH;klA 

3- oxkZ{kjksa dks NkVusa dk vH;klA “kCnk{kj] laf{kIrk{kj] okD;kWa'k dk iz;skx 

4- tqV “kCnksa dk iz;ksx vkSj vH;klA lkekfld “kCn] foykse] iqujko`Rr iqujksfDr] xzg 

u{k=] ekg] lkIrkfgd fnol] jkT;ksa ds uke] eq[; “kgjksa ds uke] inuke] okD;ka”k] 

la[;k;sa 

5- okD;ka”kksa dk iz;ksx vkSj vH;klA 

6- fofHkUu foHkkxh; izpfyr “kCnksa dk iz;ksx ,oa vH;klA dk;Zikfydk] U;k; ikfydk] 

jsyos foHkkx] fo/kkf;dk] dkuwuh] O;olkf;d] rduhdh] cSfdax i= ys[ku 

7- ifBr ,oa vifBr x|ka”kksa dk fMDVs”ku vkSj vuqfyfiA 

 xfr & 80 “kCn izfr feuV 

  800 “kCnksa dk ,d vuqPNsn 

                       4 

 



ijh{kk %    

1- nks i= %& ,d “kkldh; rFkk nwljk O;kikfjd ftlesa izR;sd esa 400 “kCnksa ls vf/kd 

u gksaxs] izR;sd 5 feuV esa 80 “kCn izfr feuV dh xfr ls cksyk tk;sxkA 

2- ,d m)j.k ftlesa 400 “kCnksa ls vf/kd u gksaxs] 80 “kCn iz0fe0 dh xfr ls 5 

feuV esa cksyk tk;sxkA 

uksV %& vk”kqfyfi ls vuqokn VkbijkbVj ij fd;k tk;sxkA 
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4.  TYPEWRITING HINDI – II (PRACTICALS) 
Vad.k fgUnh ¼iz;ksxkRed½ 

  
 
1- dkcZu }kjk izfr;k¡ fudykus dh fof/kA dkcZu isij ds izdkj] dkcZu dh fof/k e”khu 

,lsEcyh fof/k] MsLd vlsEcyh fof/kA 

2- vf/kd la[;k esa izfr;k¡ izkIr djus dh fof/k;k¡A Vkbi e”khu ls izfr;ka ysuk] dkcZu dks 

vyx djuk] v”kqf);ka Bhd djuk] e”khu ij yxs dkcZu esa v”kqf);ka Bhd djukA 

3- O;ogkfjd i= Nkius dh fof/kA 

4- ljdkjh i=ksa dks o O;kikfjd i=ksa dks Vkbi djukA 

5- VscqysVj dk dk;Z@[kkusnkj dke] chtd] okf’kZd fpV~Bk] foØ; fooj.k bR;kfnA 

6- ltkoV rFkk fyQkQs ij irk NkiukA fofHkUu lkadsrfrd dqaft;ksa }kjk ltkoV dk 

iz;ksx ckMZj cukuk] dkMZ cukuk] fofHkUu irk fy[kuk vkfnA 

7- LVsfU”ky isij dkVuk vkSj mlesa v”kqf);k¡ Bhd djukA 

8- MqIyhdsfVax e”khu ij LVsfU”ky p<+kdj izfr;k¡ fudkyukA ekseh dkxt dk iz;ksxA 

9- v”kq) fooj.k dks Bhd djus ds fu;eA lkadsfrd fpUgksa dk iz;ksxA 

  

ijh{kk  

1- ,d m)j.k ftlesa 450 “kCnksa ls vf/kd u gksA xfr 30 “kCn izfr feuV  15 feuV 

2- ,d O;kolkf;d i= ;k ,d “kkldh; i= dks LVsafly isij ij Vkbi djuk ftlesa gj 

,d 375 “kCn ls vf/kd u gksaxsA      15 feuV 

3- ,d lkj.khc) fooj.k chtd vFkok okf’kZd fpV~Bk vkfn ftlesa 5 dkye ls vf/kd 

u gksaxsA      20 feuV 

4- v”kq) fooj.k ftlesa 200 “kCnksa ls vf/kd u gksaxsA       20 feuV 
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1. SHORT HAND ENGLISH I(PRACTICAL) 
 

 
                                                      
 
1.   Practice of consonants from the workbook on Shorthand. 
 
2.   Use and pratice of Vowels- Long vowels (Heavy Dot and Dash),  
     Short Vowel (Light Dot and Light Dash), Intervening Vowels. 
 
3.   Practice  of Diphthongs from exercises of the Text Book  and  
     Workbook on Shorthand Dipthong, Triphones. 
 
4    Class  work : Dictation & reading : Home work :  Reading  &  
     copying work daily from Workbook. 
 
5.   Practice of pharases from Textbook Grammalogues, Logograms. 
 
6.   Dictation and reading from Workbook and Transcription. 
 
7.   Transcription from shorthand and on the Typewriter. 
 
8.   Practice from exercises of Circles, Loops etc. from workbook  
     & Textbook. 
 
9.   Practice of initial hooks and final hooks from Workbook  and  
     Textbook. 
10.  Practice of compound consonants,halving &doubling principle. 
 
11.  Practice of prefixes & suffixes from Textbook & Workbook. 
 
12.  Practice of intersection of strokes for official Pharases.  
      
13.  Practice of special contractions,ideoms & writing of  proper  
     nouns from Textbook & Workbook. 
 
     Five/seven speed tests. 
     (  To develop ability to take notes in neat, accurate  style  
     at the rate of 60 W.P.M. ) 
 
EXAMINATION         

 
1. One passage of 5 minutes duration with a speed of 60 words 

per minute containing 300 words from an unseen simple 
passage. 

2. One personal letter of not more than 250 words of 5 minutes 
duration. Dictation with a speed of 50 words per minute in 
Shorthand and transcribing. 

3. Total time for transcription of both the jobs will be 2:00 
hrs. 
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2. TYPEWRITING ENGLISH I (PRACTICAL)  
 
                                                      
 
 
1.   Basic knowledge of typewriter and its parts. 
 
2.   Practical  Demonstration and practical  with  the  following   
     aquaintence  with  typewriter. 
 
3.   Its  correct  position sitting posture , name  of  essential  
     parts,  and  uses , Insertion and removal of  paper,  Margin  
     adjustment etc. 
 
4.   Practice  of the keyboard Home row keys, upper row keys  and  
     bottom row keys. 
     
5.   Practice  of  words  and simple sentence  by  tough  system.  
     Mastory  of typing the top row ( Figures and symbols  )  and  
     other printing keys. 
 
6.   Use  of shirt keys and other non printing keys. Typing  from  
     exercises. 
 
7.   Typing from easy and difficult exercise-each exercise should  
     by typed at least five times. 
 
8.   Practical training of chaging the ribbon,cleaning and oiling  
     of machine , syllabification of words. 
 
9.   Spacing and punctuation. Single space, Two space, No Space. 
 
10.  Speed practice, Speed test for 5/10 Minutes. 
 
11.  Envelop addressing. 
 
12.  Centralising heading.Back space, Tabulation methods. 
 
13.  Typing of official and business letters. 
 
14.  Use of erasor for simple error including strike over. 
 
15.  Computer Typewriting. 
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TYPING  PRACTICAL  EXAM                    
     One passage not containing more than 600 words.     
                                         Time 30 Minutes. 
 
     One commercial letter not containing more than 300 words. 
                                               Time 15 Minutes. 
 
     One official letter not containing more than 300 words. 
                                               Time 15 Minutes. 
 
     Paper to be set in  manuscript. 
 
          Total time for the jobs will be 1.30 hour. 
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3. SHORTHAND ENGLISH-II (PRACTICAL) 
 

                                                      
1.   Practice from exercises and special constraction. 
 
2.   Dictation   and   reading 
g  book.   Reading   dictation   and  
     Transcription 
 
3.   Dictation from unseen easy passage with speed of 80 w.p.m. 
 
4.   Transcription of on the Typewriter. 
 
5.   Dictation of seen and unseen passages including  
 
     Correspondance,   Memorandum,  Business   letter,   Official  
     letter,  Circular,  Notice,  Departmental  word   (Railways,  
     Parliment, Technical word, Legal Phases, Editorial). 
 
6.   Daily Transcription on the typewriter and computer. 
 
7.   Speed test. 
 
 
     EXAMINATIONS:                                      
 

1. To take dictation at the speed of 80 w.p.m. of 2 letters- 
one official and one commercial of 5 minutes each and to 
transcribe them in English on the typewriter in 1 Hour. 

2. One passage containing 400 words to be written @ 80 words 
in 5 minutes and to transcribe the notes in 1 hour.          
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4. TYPEWRITING ENGLISH-II (PRACTICAL) 

 
1.   Typing multiple copies of correspondance. 
 
2.   Typing of enclosures. 
 
3.   Typing    practice    of   various   types    of    official  
     letters, Un-official letter .   Correspondance,  Memorandum,    
     Notice, Endorsement, etc.    
 
4.   Typing practice of tabular statements, balance sheet,  bills  
     invoices etc. 
 
5.   Typing   from  handwriting  manuscripts   containing   proof  
     correction signs. 
 
6.   Practice in cutting stencils and error corrections. 
 
7.   Typing  carbon  copies  and making correction  in  carbon  &  
     origional copies. Method of carbon copies, Errors of  carbon  
     copies, Method of Machine assembly, Desk assembly 
 
8.   Practice in Duplicating copies by means of duplicator. 
 
9.   Practice of filling from  by typing machine. 
 
10.  Skill    building   in   production   typing.   Typing    on  
     Electric/Portable  typewriters. Typing from shorthand  notes  
     and dictation given  in the class. 
 
11.  Revision  any  practice tests for examination  purpose  with  
     prescribed time. Business, Demi Official letters, Unofficial  
     letter, Notice, Memorandom, Circular, Telegram, Endorsement,  
     Tender 
12.  Computer Typewriting. 
     PRACTICAL EXAMINATION :                 
     ( Paper to be set in manuscript )                               
(A)  Passage  containing not more than 600 words at the speed  of  
     40 w.p.m.                             ........... 15 Minutes 
(B)  Type on strencil paper One official or one commercial letter  
     containing not more than 300  words.  ........... 15 Minutes 
(C)  Tabular statements or      }                       20 mts. 
     Invoice,balance sheet,etc. }                                 
     not more than 6 column     } 
(d)  Typing of badly written incorrect and  
     confused matter not exceeding 250 words.           - 20 mts. 
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