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g & I 31X _UIsASHH (Scheme & Syllabus of Examination):—

(1)  Competitive Examination for the posts of Stenographers Grade-1I1 /Stenographers
shall consist of the subject given in two alternative Groups A and B. A candidate

shall be required to pass the subject group of the post applied and required to pass
Group C compulsorily :-

Group—-A
English Shorthand Test:
S.No. Paper Duration S'peed’ af Marks
dictation
1 Dictation of passage 6 Minutes s w9rds o
minute
© 100
) Transcnptxo? and typing of Dictated passage in S ..
English on Computer.
Group—-B
Hindi Shorthand Test:
= Speed of e
S.No. Paper Duration dictstion Marks
1 Dictation of passage 6 Minutes i W(.)I‘dS e
minute
100
5 Tr‘ans.crlptlon and typing of Dictated passage in Sibames
Hindi on Computer.

Group-C
Computer Test:
: Minimum Marks for | Minimum Marks for
S.No. Paper Duration Marks SC/ST & PH ithis
1 Speed Test 10 Minutes 50 20 22.5
2 Efficiency Test 10 Minutes 50 20 22.8
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arryfaf odiem @ smaise @1 fafer (Method of Conducting Stenography Test) :-

i. Before dictating the final Shorthand passage to the candidates, a trial passage
containing 200-250 words should be dictated at the same speed at which the final
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passage is intended to be dictated. The trial passage need not be transcribed and will
not be taken into account while marking.

ii. ~After a lapse of two three minutes, of the dictation of trial passage, the final passage
should be dictated by the same person keeping in view the uniformity of speed which
can be achieved by marking the passage after every 80-100 words as the case may be.

iii. After the final passage is dictated, five minutes time should be allowed to the
candidates for reading the dictated passage.

iv. The candidates should be required to transcribe the passage on Computer.

(3) fa_yd <erar udien @ smaie @) fafr (Method of Conducting Speed &

Efficiency Test) :-

i.  The language of Speed & Efficiency Test shall be same as the language of
Shorthand Test.

ii. The font for Computer Test shall be "Kruti Dev 010" for Hindi and "Calibri" for
English.

iii. Minimum Speed should be 8000 key depressions per hour on computer.

iv. Efficiency Test may be taken on word processing software. It shall include
formatting of Test, Paragraph, Page & Table using proper methods and formatting of
letters.

4) Yoarea @) fafr (Method of Evaluation):-
(1) The mistakes shall be counted as full or partial mistakes, as the case may be:-
(a) The following should be counted as full mistakes:-
(1) Omission of words or figure.
(2) Substitution of wrong word or figure.
(3) Misspelling.
(4) Two partial mistakes will be equal to one full mistake.
(b) The following should be counted as partial mistakes:—
(1) Error or Omission in punctuation.
(2) Wrong use of capital or small letters.
(3) Wrong indentation of paragraph.

(2) The margin of 5% mistakes may be allowed. If the mistakes/omissions are
more than 5% of the dictated passage, the excess number of mistakes over 5%
shall be deducted from the total number or words dictated and the speed will be
calculated.
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