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Subject: Promotion to the grade of Stenographer Grade — I. 
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ErSit ftaiw 01.05.2024 34/2/2023- crf/6341 

(add a lt-4-Tr a1 a cic1-6) t ITC cit  fa g &Tr-1- 4,5( tl Ri t 1T 3i1-4- Trwl'itra  
cnienrcH40 terild.uwr trc  catiZa Cl(lrf r+TOI 

MM. CIA  tidieell3i1. 3 -41a- ch,a r ftarrer 71- 4,3 iatA41Thaw-rf 0- 4 1 gi 
Several references are being received in the Department citing the issues faced by the 

units while dealing with the cases of promotion to the post of Stenographer Grade — I after the 
implementation of 3'd Cadre Review and revised norms for promotions to the post of 
Stenographer Grade — I (Level-6 in the Pay Matrix) Vide DAE OM No.34/2/2023-CCS/6341 
dated 01.05.2024. 

2. 
A
pr l‘i•-41.T A-, 1 .34-rir mie-R4 *ratu*r art 3th I:rair M-J r 39-cfr " chi wr 

ffi-kU fain t: 
In this connection, the matter was examined in the Department and all the units are 

hereby directed to follow the instructions as under: 

(i) f41-1T3T 4r difalatThil 4ltlsadil a1 an tiNclrif 31tr 3r7r-dAM-Tur f1 cam. A 
merr ,34-41c4R1 alecifach twieni,711 Ufa a r 3rf a cfro-1  4,4RN 

a13-s a a14cicru1fa fcl g W4T 1-11c$19tukl 39ardt-1 7u- Sr ti 
In view of the significant changes and up-dation in the activities and programmes of 
the Department and to judge the actual working knowledge of the candidates the 
new syllabus for promotion to the grade of Stenographer Grade-I is attached as 
Annexure-1. 

(ii) tr3f4 ft-* - 10.09.1984 t .31hTF t iiyl 20/1(2)/82-Sficiirejet II/929 .3117 fa•FtW 
25.08.1986 t" 311-alIctcr •z-i.a.4)(01 39-437 3Tt 31WIWItf Hitt acid cic,ifl

3caizi T1 7 fairic. t 3raTi- 100/120 grg ttl faric * If r ≥*ild11Q qtaiT A- ITO tt 
3e6aT ST1Wf a r t, 64  eetilcup-N al- I *"11-(  v 41art1 4-ao dAi 
urtrafr a1 460) *r 3TEdQe-icticif crig  t I 
The officials who have already qualified in the stenography test at 100/120 w.p.m. of 
7 minutes duration for the purpose of advance increments need not be required to 
appear in the stenography test again for promotion to the post of Stenographer 
Grade — I as per DAE OM No. 20/1(2)/82-CCSNol. II/929 dated 10.09.1984 and 
further clarification vide OM dated 25.08.1986. 
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(iii) tit)" 3-It f tr-3 -   01.05.2024 *WIWI TiTrEfFf Tl eacrildAlim 

tg cri tic -$  *5 ?Ay #`41tftla Hia-k s O0 1 tt# # Li6e) r 2..1144iLfrt 4s- H 

v4l~fcl fl y Vr -4-c-p- 14)eii air tip, .54  eamlcuitni as-i Sr ualnif≥ P L! Mita.

trier zrr r eo-ilcuitTh 2,4-c, ZIT cid) a1 Uortr   .31Me4cpcii criel t I UR-4-ga 

.5J- cm"( 3--4Q" 31M 'TT SiVT  Si ni4deit 3-iTRztiaT 

3.1titR•rld,l 0-0-1a1411.1I dl I I 
The officials who have already been empanelled for promotion to the grade of 
Stenographer Grade-II prior to the issue of revised norms for promotion to the post 
of Stenographer Grade — I vide DAE OM dated 01.05.2024, need not be required to 
appear again in written test or stenography test or both for promotion to 
Stenographer Grade — I and the empanelled candidates will be promoted as and 
when their turn comes and subject to the availability of vacancies in the grade of 
Stenographer Grade — I. 

(iv) 1 -arr7r# .-1 AlttP4 #5-I WI Kg ath<Cri    tgalg L 

stRaTur 4 4-cvila+c,z  7IV I 
The Reservation Roster/Register shall be maintained for the post of Stenographer 
Grade — I as the post of Stenographer Grade -II does not exist in the Department. 

3. fl RWT IA] chi *5 3171#1477:1- mat  fd LI! t 

This issues with the approval of Competent Authority. 

(IT. Siena-rt.-0/(B. Prabakaran) 

.3ITT17r 3iitMft(T137")/ Section Officer (Cadre) 

ITYrd'tfi-R4 rt-ITerf 
All Administrative Heads of Constituent Units of DAE 

of I1 i1 I Copy to: 

1. Liaild *Fair 34ferwt 3tt-4- 39N-Fr ttrtFt TrrPr-vg# 

All Officers and Section in DAE through DARPAN portal. 



Annexure-1 

ItR1IITWT tr- I (taatlifea a -6) 2'41 1w rirfireg 
Efigrar *ram :- Ti-tl  i 31tr II at Sr wrqr 4- * ai Colt Wi tZQilall ice' 4 
iiiiii.-44 Auff — vim Cflgcrl # 45% MIT Tff 50% ffig 31inttia. erar en Div; at*--Jt 4 7 Moe *r 3rafrr it 100 Irc 
1.4i miia It -qt-44 crIRtr-g at 35% MIT TR 40% ;I'M' 11-4-6 wr reeiliirL61 t-4 Odii, Da 35 Peg. 4 icErCZ ITT 
gWrw vs* Trw * yr t its — felwclRn chiru Flail Vitt 4 7 Pot. *r araitr at 100 aim srfra 
ilcilla—el *Or - 60% ZIT 3litfW fAeic Tr reold.itiR ire NT Da 34- cilL‘C( tri 45 'Arid at 

viiillivfla aloft- 55% zit 3eitft 1-eiciRci chiiii tram 

tire -FT trawrw - i raw Tin 4 ina-cri - !I'd trt--d-w* 

fit —50 3iti (3t  — 50 .3i t) 
tag' dinta 

(200 31-*-) 
Trim — tz Ercrer ri %tram wffir — 6 ENV (1 1/2  EMT) 

ardatar 114 wr tetra
Winn aloft -10% 

Witmer 4Wft -15% 

wra- few* vw ataif wiz** tnzrff 1,w-ci <ma fa v riki(iii 3iw 

-6 toffirgi 41urt -130 at

nitre( 041 -96 3iW 

1) 31dlufl Wlchi I, maw titykru 311? Ft 1) craw( Al arr aliNR trit I 3iff II if 3ftaT WI T W14 d1  snlicalit 3T tag., (JAR@ eic 4, 

-at aittr IAN.; *1 etardr 2) xiiiii.1 34r Pd)atar mit troutal 34r W4rr 3q1Ttra" fl  Om fatal 31t al 7 M.% *r KA' # 100 ql-

2) 14C.1 Atgar 3i1 TT *r difaraMiii tr 511W diaiihritt srfa IZoic 4r eaciliii‘l t @am fail 35 %de at cht-ekci IR 
3) UTZ clwrr 3) 3TITa" w• aif'41Trdf ratar, tivia, artits, -,-iii ii ifrigii flail ZIT frat A' 7 ri *r er-oRr at 100 m - R1'4 
4) di ci c4.9.1 ffia-, q ,.i 14, 74' Trur *urcrttew, N14'Arid wr rig* he Fldll i is it itv-ik i ITT 45 fArie at 

5) li t MI Wet 5RtI4, d;Fla1 atif ard7IIIT, itar arrarrar al- *lad 3r9,.141 4 firaltr fel•-•ii wircr Haiti 
sflvi Iff, SKI VW TA3TZIAZ' FiT4 

3iif

MI" # ifatim *r iiibuiri, sikriGnit 

(Sit'>ziu aittit Fodor *r ul-c+--{)] 
6) TWITW 31 ciai 1963 alff TratIT faldldi 

1976 
0001* 4 

4) RaTTdilzt ;gaff 3iFpr 

5) varrira alt qctirishkr *t ofiv 
7) *viol T 5ldlri Juan>, (rSfa" iagicittiri eiT, 2T f 731714 

3trit) 8) t- II ti - (4.-3rrfehTr, 
to sniv1/4“ Jo, 4 -3-craT 3ITFC 

61, \•Q\v-t-



Revised syllabus for Stenographer Grade — I (Level — 6 of Pay Matrix) 

Passing Criteria :- 
50% in aggregate 

40% in aggregate 

Candidates who qualify in Paper-I 8. II are required to appear 
for stenography test in English of 100 w.p.m. of 7 minutes 
duration to be transcribed in 35 minutes or in hindi of 100 
w.p.m. of 7 minutes duration to be transcribed in 45 minutes 
on computer 

Stenography test 
(200 Marks) 

Percentage of mistakes allowed: 
General Category — 10% 
SC/ST category — 15% 

Minimum marks to be achieved after deducting one mark 
per mistake 

General —130 Marks 
SC/ST category — 95 Marks 

General Category — 45% in each paper and 
SC/ST Category - 35% in each paper and 

Exemption criteria for each paper — 
General Category — 60% or more: 
SCiST category, — 55% or more 

PAPER — I without books PAPER — II Without books 
(Marks — 50 marks) (Marks — 50 Marks) 
Time — One and half hour (1 1/2  hours) Time — One and half hours (1 Y2 hours) 

1) English grammar, Composition 
and ability to write correct English 

2) Essay writing 
3) Precis writing 
4) Drafting 
5) Correct use of words, idioms & 

phrases, prepositions, direct and 
indirect speech. etc. 

6) Official Language Act 1963 and 
Official Language Rules 1976 

7) Domain knowledge of Information 
Technology 

8) e-governance - (e-office, 
CPGRAMS. GeM etc.) 

1) Manual of Office Procedure 
2) Domain Knowledge of DAE & AEC 

activities 
3) Constitution of India [(General 

knowledge of the constitution with 
special reference to the Chapter on 
Articles relating to Services, Property. 
Contracts. Finance. Comptroller and 
Auditor General. Public Service 
Commission (procedural details will be 
excluded)] 

4) Departmental Security Instructions 
5) Understanding of hierarchy in 

Administration (DAE Secretariat/Units, 
State Administration etc.) 

Candidates who qualify in Paper-I & II are required to appear 
for stenography test in English of 100 w.p.m. of 7 minutes 
duration to be transcribed in 35 minutes or in hindi of 100 
w.p.m. of 7 minutes duration to be transcribed in 45 minutes 
on computer. 

-WaTtIrk-.1 
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