GROUP-3 (Level of Exam- Craftsman Training Scheme/CTS) Advt. No. 03/2026

Common written examination syllabus for Steno Typist(Both languages)/ Junior Scale
Steno.( Both languages)/ Senior Scale Steno.
( Both languages).

1) General awareness, Reasoning, Mathematics, Science, History including Haryana related history,
current affairs, literature, Geography, Civics, Environment, Culture etc. -
(Weightage 20%)

2) Computer terminology, Fundamentals, word software, excel software, Power point, internet, web
browsing, Communication, emails, downloading and uploading data on websites etc. -
(Weightage 10%)

3) Subject related syllabus- (Weightage 70%)

Various joining Consonants, vowels and its application, Pair of straight consonant, heavy and light
consonants, curve strokes & horizontal strokes, two or three consonant, the various word to maintain the
position of long, short, dot, dash, preceding, following & intervening vowels, long and short vowels, sign
of the vowels, position of the vowel, preceding and following vowels, Intervening Vowels,.

2. Logograms, grammalogues, contraction. Distinguish between tick and dot ‘the’. Dipthong and
Triphone, the strokes R & H, thick R & L, abbreviated W.

Various types of H & upward SH, small circle for S & Z, Large circle for SW/large loop & small
loop(ST/SD/STR). Direction of SHR & SHL and alternative forms, Double Consonant, direction of the
double consonant. Curved hook and compound consonant, curved hooked strokes, alternative forms of
curved strokes, different types of hook, Use of shun after circle, Use of shun after certain strokes.,
Halving Principles. Use halving strokes for T& D, Use halving of MP/MB/NG hooked. Doubling
Principles, Use Doubling of strokes for T or D. Use Doubling of MP/MB/NG & L, prefixes, suffixes,

monetary units , contraction, essential vowels.

IS BT TGATAR PRI T ST XE@RI DI A BT Ui |

4" vd g W &1 v, g v S @R @7 A, Aeafie W) gfe w yAanT onfe | gd
UG U W |

Ieg forge wferarer vd aramen o1, eaer, fhar faufaaat o g vd € &1 uaneT

SR /31 WRI &1 WM, FaaR Ud BPRaR &1 93T, gfover ua Brer weel, Brer =i v
TR URIeT Td IRl gle H IR 9 TeateR BRaR] &1 9AnT |

T @ BT UIRT TSl @) dafedd YG@RI &1, §, o, I, UINT |

IR T & g TANT |

BIC gadi & FANTHEAMG Td 2ifdH, RS ged |, o & YANT | 91, god |
ST god, AY, S T4 /IR W T A —as sfe & 94T |

JSTHR I AT BITT U TS AHSMHR g, ¥, W, W, T & YA | /KR

RIS ST IR Td IATRID TR AFATRIF BT YA |
ST NERIT W RS T (3qeT), RS X T & & TANT |
3ifer & =T gdI BT WANT| /T /W, T/

IifM IS 8P AT U9 WA GASHI BT AT BT GANT, 3ATH T fefaed I qAT 9 BT YANT |
PRI RAGIT — ST @131 Bl AR Fd1g A AT B UG 3T S SirsHT |

fa[oT RAgTd — &S V@RIl Bl AT IR IH R /PR /R /IR /TR /AR /R /T 3TN
STl BT AT |

SO, T DI AAMIRT vmall, ga1ail &1 YART Ud areri &1 94T |

Al — R SRjferie @ awgie foled wem & wed faRre yomelt / ught dem Td gl /9gfd W
e 2| vt ot fTeR fiRt v yomelt/ gy # IR < W B

Important Note: The Weightage as mentioned against the syllabus is tentative & may vary.




