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BUREAU OF INDIAN STANDARDS
(Establishment Department)

Manak Bhavan
9 B.S. Zafar Marg
New Delhi- 110002

CIRCULAR

Subject : Departmental Shorthand Test of Stenographers/ Personal Assistant
of BIS- 2024

It is obligatory for all :

i) Stenographers who were appointed on Compassionate ground to qualify
English/ Hindi Shorthand test at the speed of 80 WPM within two (02) years
from the date of his/ her appointment, failing which his/ her service may be
terminated;

i) Stenographers appointed through Direct Recruitment, are required to pass the
Shorthand test at the speed of 100 wpm before they become eligible for
consideration for promotion to the post of Personal Assistant; and

i) Personal Assistant (English) appointed through Direct Recruitment, are
required to pass Shorthand Test in Hindi at the speed of 100 wpm during the
period of probation.

2. It has been decided to conduct the next Shorthand Test on
Friday, 17 May 2024.

3. Therefore, all the Personal Assistant (English) appointed through Direct
Recruitment and Stenographers, who have not yet passed the prescribed shorthand
test and who may be desirous for appearing in the test, may send their names in the
enclosed proforma, through their Departmental Heads so as to reach to the
Establishment Department latest by 26 Apr 2024 by e-mail at esti@bis.gov.in. The
applications received after last date shall not be entertained.

4. As per SR 130, TA will be admissible to the candidates for appearing in the said
Shorthand Test for two occasions only.

Encl : As above

(S. ambiaklian)
Asstt. Director {Establishment)

Our Ref : Estt-51(6)/2024
Dated: 08 Apr 2024

Circulated to: All Departments at BISHQ/ Central(Lab)/NITS/Regionai/Branch/
Sub-Branch Offices/Labs of BIS through Intranet.
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Proforma for sending name for appearing in the
Departmental Shorthand Test to be held on Friday, 17 May 2024

Ref:  Circular No.: Estt-1/51(6)/2024 dated 08 Apr 2024
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Name of Department/Region/Branch/Sub-Branch/Labs

SL EMP. NAME & | MEDIUM OF
NO, | NO. DESIGNATION OF | SHORTHAND
THE EMPLOYEE TEST

MOBILE NO.
OF THE
EMPLOYEE

SIGNATURE

Name & Signature of Departmental Head

Director (Establishment)




