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Guidelines fer evaluation of Typing Test for the post of LDC

Eligibility Criteria for Evaluation

Component Requirement
Typing Speed Hindi: Minimum 30 WPM

English: Minimum 35 WPM
Typing Accuracy Minimum 90Yo accuracy (on total content

!e9q in both Hindi / English typing
Evaluation Eligibility Only the candidates meeting both speed

and accuracy will be considered.
Maximum Marks Typing Test will carry atotal of 20 Marks

Deduction Policy
Category of Mistake Deduction per Mistake
Half Mistake 0.10 Marks
Full Mistake 0.20 Marks

Illustration of marking system
Details Value
Number of Half Mistakes 25

Number of Full Mistakes 20
Deduction for Half Mistakes 25 x 0.10:2.5 Marks
Deduction for Full Mistakes 20x0.20:4Marks
Total Deduction 6.50 Marks
Marks Awarded (Out of 20) 13.50 Marks

Note: (1) Typing Speed (Net Speed - 35 wpm for English & 30 wpm for
Hindi ) will be considered after deducting all errors/ mistakes from
gross speed.

(2) Errors / Mistakes will be counted & marks will be deducted out
of 20 (Total Marks).



A. Full Mistakes (0.20 Marks each)

1. Omission of any word or figure from the passage

2. Substitution of a wrong word/figure (excluding transposition)

3. Addition of a word/figure not in the passage

4. Spelling elror due to repetition, addition, omission, or substitution of
letters, addition, omission, or subtraction of Matras in Devnagari

(..g.,'spelling' as seeplings, seplling, speling)

5. Repetition of word/figure (e.9., 'I shall shall be grateful...')

6. Incomplete words (half-typed words)

B. Half Mistakes (0.10 Marks each)

1. Spacing Errors - e.9., Ihope, I h ave

2. Wrong Capitalisation - Using capital in place of small letter or vice-versa

(Not applicable for Hindi)
3. Punctuation Errors - Omission, addition, or wrong substitution

4. Transposition Errors - Words typed out of order (e.g., 'I hope' as'hope I')
5. Paragraphic Errors - Manual spacing instead of using the Tab key

Note: Corrections made using pen or pencil will be treated as mistakes.

5. Instructions to the Candidates

. Candidates must type words, figures, and years exactly as given in the

question paper, both in English and Hindi. Typing in a different format or

language will be treated as a mistake.
. The test must be taken in one rnedium opted by the candidate

(English/Hindi). Typing in any other medium will result in zero credit.
. For beginning any paragraph, candidates must use the Tab key. Manual

spacing will be treated as a half-mistake for each such paragraph.
. Once the passage is completed, candidates are not required to re-type it.
. Only one space should be inserted after every punctuation mark (comma,

full stop, question mark, etc.). The formatting given in the question paper

must be followed precisely.
. Typing any irrelevant text, figures, or content not present in the passage

will be treated as mistake.
. Any incomplete word, due to typing effor or otherwise, will be counted

as a full mistake.
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Guidelines for evaluation of Stenography Test Transcription

Eligibility Criteria for Evaluation

Component Requirement
Stenography Test Dictation : 10 minutes (@80 wpm
Transcription: 50 minutes in English.

65 minutes in Hindi on computer.
Transcription Accuracy Minimum 900/o accuracy (on total content

master passage) in both Hindi / English
typing

Evaluation Eligibility Only the candidates meeting both
and accuracy will be considered.

speed

Maximum Marks Stenography Test will carry a total of 20
Marks

Method of calculation of Mistakes in stenography Test
Percentage of Errors: (Full Mistakes + Half Mistakes/2) x 100

Number of words in the Master Passage

Total 800 words for the speed of 80 w.p.m. for l0 minutes.

Deduction Policy

Note: (1) Master Passage should be transcripted within the time limit
(50 minutes in English & 65 minutes in Hindi on computer)

(2) Errors / Mistakes in the transcripted master passage will be

counted & marks will be deducted out of 20 (Total Marks)

Category of Mistake Deduction per Mistake
Half Mistake 0.10 Marks
Full Mistake 0.20 Marks

Illustration of marking system
Details Value
Number of Half Mistakes 25
Number of Full Mistakes 20
Deduction for Half Mistakes 25 x 0.10:2.5 Marks
Deduction for Full Mistakes 20x0.20:4Marks
Total Deduction 6.50 Marks
Marks Awarded (Out of 20) 13.50 Marks
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2. Wrong Capitalisation - IJsing cap

(Not applicable for Hindi)
tal in place of small letter or vice-versa

3. Punctuation Errors - Omission, ition, or wrong substitution
4. Transposition Errors - Words out of order (e.g., 'I hope'as 'hope I')
5. Paragraphic Errors - Manual spac g instead of using the Tab key

e

Note: Corrections made using pen or pe

5. fnstructions to the Candidates

il will be treated as mistakes.

after every punctuation mark (comma,
formatting given in the question paper

Candidates must type words, fi res, and years exactly as given in the
question paper, both in English Hindi. Typing in a different format
language will be treated as a mi o

The Stenography test must be in one medium opted by the
of Stenography test in any other

candidate (English/Flindi). T ption
medium will resultinzerc credit.
For beginning any paragraph, c idates must use the Tab key. Manual
spacing will be treated as a half-m stake for each such paragraph.
Once the passage is completed, idates are not required to re-type it.
Only one space should be inserted

taken

full stop, question mark, etc.). Th
must be followed precisely.
Transcription of any irrelevant t, figures, or content not present in the

passage will be treated as mistake.
Any incomplete word, due to typi
as a full mistake.

eror or otherwise, will be counted

a

a


