
1••

GENERAL ADMINISTRATION DEPARTMENT
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CoNsnronoN OF INDIA.
No. Talapra. 1081/CR-344/XX-B.-In exercise of the powers conferred

by the proviso to Article 309 of the Constitution of India and in super-
session of all existing rules and orders made in this behalf. and in force
in the State or any part thereof. the Governor of Maharashtra is hereby
pleased to make the following rules regarding the Marathi shorthand and
Marathi typing e?taminations ,to be passed by the English Stenogr,aphers
and English typists. in the service of the Government of Maharashtra,
namely:-
1. Short title and commencement.-(l) These rules may be called the

Mahara,shtra CivIl Services' (Compulsory Marathi Shorthand and Marathi
Typing Examinations for English Stenographers and English Typists) Rules.
1991.
(2) They shall come into force on the date of publication of this notifi-

cation. .
(3)·They shall extend to the whole of the State of Maharashtra.

2. Definitions.-In these rules, unless the context otherwise requires,-
(a) " Ad hoc Board" means the Boar~ .constituted by the Government

to conduct the examinations in Marathi shorthand and Marathi typing
for the English Stenographers and Typists in the s.rvice of the Govern-
men~;

(b) " Appendix" means the appendix appended to these rules;
(c) " Commencement date" means the date on which these, rules corne

into force; ,
(d) "Commercial Institute" means an institute recognised by other

competent authority of the Education Department of the Government. for
the purpose of imparting training in the subjects of Marathi sh9rthand
and Marathi typing; ,

(e) "English Stenographer" means a person appointed to the post of
~nographer in the service of the Government and includ~s a person
appointed to the post either of the Selection Grade Stenographe.r. Hi!her
Grade Stenographer, Lower Grade Stenographer or Steno-typist and
performing the duties of English Stenography; ,

(f) "EDg1ish Typist" means a person appointed to the post of Typist
in the service of the Government and includes a person appointed to the
post of aerk- Typist performing duties of English typing;

(g) "Examination" means the examination in Marathi shorthand and
Marathi typing conducteti by tke Ad hoc Roar. in accordance with these
rules; ~
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(h) "Existing training scheme" means the Marathi 'Shorthand 'aDd

Marathi tyPing training scheme in force under Government Resolution,
General A(Jministration Department, No. Talapra-l077/C-2642/20, dated
the '16th June 1981 and before commencement of these rules;

(I) "Government" means the Government of Maharashtra;

<J) "Secondary School Certificate Examination~' means the Secondary
School Certificate Examination conducted by a Divisional Board under
the Maharashtra Secondary and Higher Secondary Education Boards Act,
1965 (Mah. XLI of 1965), and includes any other examination declared
by the Government to be equivalent thereto.

3. Examinations to be passed by Stenographers and Typists.-Subject
to these rules, every Stenographer or Typist performing the duties of
English stenography or English typing, as the case may be, shall PIISS the
followlng .examinations within the period prescribed in rule 4, hereunder
namely:-

Designation Examinations to be passed.

(I) Selection Grade, Higher Grade
and Lower Grade StellO-
graphers performing the duties
of English Stenography.

(it) Steno-Typist performing the
duties of English stenography
and English typing.

\Ill) ~lypist and Clerk-Typist per-
forming the duties of English
typing.

Marathi shorthand and Marathi
typing examinations of the ,ad hoc
Board with the speed of 80 words
per minute and 30 words per minute,
respectively.

Marathi shorthand and Marathi
typing examinations of the ad hoc
Board with the speed of 80 words
per minute and 30 words per
minute, respectively. '

Marathi typing examination of the
ad hoc Board with the speed of 30
words per minute.

, 4. Period for passing examinations.-(I) The English Stenographer or
English T$Pist, who has passed the Secondary School Certificate Examination
with Matathi (Higher standard) ,as the first language,-

.<a) who are already in the service of the Government on the commence-
ment date, shall pass the examination prescribed' in Rule 3 within four
years from the commencement date; '-

(b) who are recruited after the commencement date, shall pass the
exaDiination prescribed in Rule 3 within four years from; the date' of
joining the Government service.
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(iI) The English Stenographer or English Typist who has passed the
Secondary School Certificate Examination but not with Marathi (Hiper
Standard) as the first language.-

(a) who are already in the service of the Government on the commence-
ment date. shall pass the examination prescribed in Rule 3, within six
years from the commencement date;
(b) who are recruited after the commericement date. shall pass the

examination prescribed in Rule 3 within four years from the date of
joining the Government service.

, S. Training.-(I) rhe period of training, for English Stenographer in
Marathi shorthand shall be one year. He shall also simultaneously complete .
the training in Marathi typ~g within the said period of one year.
(il) The period of training for English typist in Marathi typing shall be

six months.
(iii) The English Stenographer/Typist may undergo the traihing. referred

to in, sub-rules (i) and (ii) above. in any local Commercial Institute. Where
no such local Commercial Institute exists. he / she may undergo the said
training privately. For the purpose of the said private training. the English
Stenographer/Typist shall be paid such ,amount as prescribed by Govern-
ment from time to time. after he / she has passed the examinations.

(iv) The English Stenographer or English Typist.. desirous of getting
training. referred in abovesaid sub-rules. shall apply to the Head of Office•
. in Form I or Form II. as the case may be. prescribed in the Appendix.
The Head of Offi~ shall bear the expenditure of training from his
sanctioned grants. .

(v) The English Stenographer or English Typist undergoing training shall
not leave the training incomplete. However. if due to valid reasons he
leaves the training incomplete. he / she shall be required to complete the
remaining term of his training at his own cost. Otherwise. he / she shall
be liable to refund to the Government the amount spent on his/her training
and/or to such disciplinary action as the Head Qf Office may deem proper.

(VI) The English Stenographer or English Typist who has undergone such' .
training' at the Government cost. shall not ~ entitled to have again the

• benefit of the training. referred to in sub-rules mentioned above.
~

(viI) The Head of the Office of the concerned English Stenographer I
Typist &ball. within one month from the date of commencement of the
training. send to the Director of Languages. Maharashtra State. Bombay'
the information regarding the English Stenographers or English Typists in
Form m or IV prescribed in tho Appendix.

. ,. ~xamiMtitwts.-(i)Subjocl to the proviaiooa of these rules. the wi-hoc
Board shall conduct in the months .of April and October of each caIeodar
year. the eXalRinatioBs at such centres as' foUBd to be convenieat.
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(ii) After completion of training the· English Stenographer or English

Typist shall make an application. through his/her Head of Office to the
Director of Languages. Maharashtra State. for permission to appear for the--
examination. in Form V or Form VI. prescribed in the Appendix. on or
before the 15th of February in case of the examinations to be hIed in the
month of April and on or before the 15th of July in case of the examinations
to be held in the month of October.

(iii) He/She shall make his/her own arrangements for the Marathi Typing
machine. required for the exa~ination. at his /her own cost.

7. Consequencesof failure to pass examination.-(i) The English Steno-'
grapher /Typist who fails to pass the above said examinations within the
period specified in above sud Rule 4. shall be liable to have his/her
annual increments withheld till he/she passes the examinations or.is exempted
from passing such an examination under Rule 8.

(i,) The date of passing the examination shall be deemed to be the date
following the date on which the eXamination ends;

(iii) Increments so withheld shall become payable to the Government
Servant with effect from the date on which he / she passes the examination
or ia exempted from passing it an increments shall. accrue to him/her as
if no inCrements had been withheld. He shall. however. not be entitled for
tile arrears due to. withholding of increments.

I. Exemption from passing the examinations.- The English Steno-
J11lpher/Typist shall be exempted from passing the examinations. if he /
she has attained the age of SO years on the commencement date or when
he/she attains the age of SO years.

,. Application of these rules.- These rules shall also apply to the English
Stenographers/Typists who. before the commencement date. are lUldergoing .
trainin, in Marathi shorthand or Marathi typing in accordance with the
existing training scheme.

1."

10. Notwithstanding anything contamed in these'rules. Government may
relax provisions of any of these rules. under special circumstances in such
mannef as sballappear to it to be just and reasonable. and shan record the
reasons for any su~ relaxations.
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APPENDIX
FORM .J

[See Rule 5(4) (iv)]

Fonn of application for admission to the traininl in Marathi shorthoniI.

To
The Head of Office,
•••••••••••• ~ ••••••••••••••••••••••••••••••••••• <1:.

. ~,

Sir,
Subject to the rules prescribed under Government NotificaJtion No. Talapra

1081/CR-344/~-B, dated the 6th May 1991.
I propose to join the Marathi shorthand training cOJl1lD.encingfrom

.....•..•........... _... . I propose to undergo this traning in the Commercial
Institute D{lID.ely..... , ...............................• ~....................................•....
It is requested that I may please be selected for this training.

Yours faithfully,
Signature .:
DesignatiOll.

i
,, .
i

AI'PENDIK
FORMU

[See Rule S(4)(i1l'l

Form of application for IIdmission to the" •• , in Jlarathi typ;"'.
To

The Head of Oftice•

.................................. _ ..
....,. Sir, .

Subject to the rules prescribed under Govel'llDleftt )foCiftcaltiOllNo. Tala~
1081/CR-344/XX-B. dated the 6th May 1991. .
. I propose to join the Marathi'typing trainiri.g commencing from .........•.•
.. : .••.................. . I propose to undergo this training in the Commercial
Institute namely ...........•..................................................................
'It is requeated that I' may please be selected for thia training.

Yours faitbfuIly,
Signature
.Designation.

~ JV-A-2 (13-6-91)
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APPENDIX
FORM V

[See Rule 6(ii)]

Form of application for the Marathi shorthand examination of Ad hoc Board.

To
The Chairman.
Ad hoc Board.
Marathi Typing and Shorthand Examination.
C/o Divisional Assistant Director of Laquagea.
Director of Languages. Division Office.
(Konkar Region) Pone and Nasik Region/
Nagpur and Amravati Region and
Aurangabad Region.

'-
Sir.
I propose to appear for the Marathl shorthand examination with the

speed of ·80 words per minute to be held by .the Ad hoc Board in the month
of ........•............ :........ ...• ·1am appearing for the examination for the
first time/have ,appeared for the examination previously. and .the requisite
details ~e given below: - .

1. Full name (surname first).
2. Designation (EngJish Selection!

Higher fLower Grade. Stenographer f
English Steno-typist). . ..•

3. (A) Designation of the Head of
Office.

(B) Full address of office.
4. If the candidate bas failed in the

previous examination or remained
absent
(A) Month and year of examination.
(B) Seat number.
(C) Examination centre.

S. (The name of the centre opted).

All the information furnished in .the application is true. It is l'eC!uested
that I may p1easebe permitted to appear for the examination to be held
in th.e month. of .

)

Date:
Place:

Yours faithfully.
(Signalure of the applicant).
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CERTIFICATE

Certified that the information given in the above application by Shri/
Kumari / Shrimati ..........................................•.•........•......................
is true. and he / she is eligible for appearing for the examination.

Name. Designation
Signature and Stamp
of .the Head of Office.

*Strike out which is not applicable.

APPENDIX
FORM VI

[See Rule 6 (ii) ]

. Form of application for the Marathi typing exmnination 0/ the Ad hoc Board·

To.
The Chairman,
Ad hoc Board.
Marathi Typing and Shorthand Examination.
C/o Divisional Assistant Director of Languages,
Director of Languages Division Office.
Konkan Region/Pune and Nashik Region/
Nagpur and Amravati Region/
Aurangabad \Region.

sir.
I propose to appear for the Meratbi typing examination to be held·by the

Ad hoc Board in the month of : .
*1 am appearing for the examination for the first time/have appeared

for the examination previously. and the requisite details are given below:-
1. Fun name (surname first).

2. Designation (English Typist / Clerk
doing the work of English typing)....

3. (A) Designation of the Head of
Office.

(B) .Full address of the Office.t .
4. H the candidate has' failed in the

previous examination or remained
absent.
(A) ,Month and year of examination.
(B) Seat number.
(C) Examination centre.

'I1'f ~-~'\at



5. Whether exemption granted in any
paper? H so-
(A) Section number of the paper. .,.
(B) Month and year of examination.

(C) Seat number.

6. (The name of the centre opted).
All the information furnished in .the appiication is true. It is requested

that I may please be permitted to appear for the examination to be held
in the month of .

Yours faithfully,
(Signature of applicant).

Date:
Place:

CERTlFlCATE

Certified that the information given in the above. application by Shri/
Kumari IShrimati : _............. .. . .
is true and he! she is eligible for appearing for the examination.

Name, Designation
Signature and Stamp
of the Head of Office.

·Strike out which is not applicable.

, . By order and in the name of the Governor of Maharashtra.

A. V. AMBERKAR.
Deputy Secretary to Government

•



5. Whether exemption granted in any
paper? H so-
(A) Section number of the paper. .,.
(B) Month and year of examination.

(C) Seat number.

6. (The name of the centre opted).
All the information furnished in .the appiication is true. It is requested

that I may please be permitted to appear for the examination to be held
in the month of ....•.......•.......... ,...... .

Yours faithfully.
(Signature of applicant),

Date:
Place:

CERTIFiCATE

Certified that the information given in the above application by Shri I
Kumari IShrimati , _............... . .
is true and he I she is eligible for appearing for the examination.

Name, Designation
Signature and Stamp
of the Head of Office.

·Strike out which is not applicable.

'- By order and in the name of the Governor of Mabarasbtra.

A. V. AMBERKAR.
Deputy Secretary to Government

•
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