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RAJYA SABHA SECRETARIAT 

EVALUATION OF STENOGRAPHY TRANSCRIPTS (ENGLISH / HINDI) 

 

GUIDELINES FOR COUNTING OF ERRORS COMMITTED IN THE TRANSCRIBED SCRIPTS  

Full Mistake 

S. 

No. 

Mistake 

1 Every omission of word/figure.  

2 Every substitution by another word/figure. 

However, if a figure is written correctly either in numeral or words both will be acceptable and will not be 

counted as mistake. 

The number of mistakes will be equal to the number of word(s)/figure(s) which have been replaced/ substituted. 

3 Every addition of a word/figure (including invalid/ non-existent word/figure) not given in the 

Test/Dictated Passage. 

4 Every spelling error committed by way of repetition, addition, transposition or omission of a 

letter/letters. 

However, mis-spelling of proper nouns and unfamiliar names are ignored.  

If the wrongly spelt word occurs more than once in the passage it will be treated as a single Full Mistake. 

 

Half Mistake 

S. 

No. 

Mistake 

1 Every omission of space between two words/figures or addition of space in middle of a single word/figure. 

However, extra space between two words/figures is ignored. 

2 For omission / wrong insertion of a Punctuation Mark/Symbol, or substitution of one Punctuation 

Mark/Symbol by other.  

For the purpose of Half Mistake, generally, only the omission/addition/substitution w.r.t. certain punctuation 

marks, such as, essential 'Comma', 'Full Stop', 'Question Mark', 'Exclamation Mark' etc. are considered. 

Omission/addition/substitution w.r.t. certain punctuation marks, such as, 'comma', 'hyphen', 'colon', 'semicolon' 

etc., which does not change the meaning of the sentence, may be ignored. 

3 Wrong Capitalisation 

If a proper noun or opening word of a sentence does not begin with a Capital letter, each of such occurrences 

would be considered a Half Mistake.  

 (Not applicable in case of Hindi Stenography) 

4 Use of singular for plural noun and vice versa, and consequential mistakes due to use of singular or 

plural. 

5 Wrong use of masculine/feminine, and consequential mistakes  

(Applicable in case of Hindi Stenography only) 

 

NOTE: 

 No mistake to be counted: 

- For variant spelling. For example, the word 'Honourable' can be written as Hon'ble, Hon., and hon.  - all these 

forms will be treated as correct. 

- Similarly, the following is applicable in case of Hindi Stenography:  

चंद्रब दं ुकी जगह ब दं ुया ब दं ुकी जगह चंद्रब दं ुके प्रयोग को सही मानना चाहहए जैसे 'चांद' अथवा 'चााँद', 'ह ं' अथवा 'ह ाँ'।  
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 More than one error in a single word: All errors are counted but the total mistakes counted in a single word 

should not be more than one full mistake.  

 Candidates will not be penalised for any type of error or mistakes other than those described above.  

 

 

 

FORMULA FOR CALCULATION OF MARKS OBTAINED  

 The maximum number of errors admissible for qualifying the Test is 5%.  

 Total no. of Mistakes (Errors)  = No. of Half Mistakes/2 + No. of Full Mistakes 

 In case of fraction in Marks, the same shall be rounded off to two decimal places.  

For the purpose of rounding off, if the digit at the 3
rd

 decimal place is greater than or equal to 5, 

then the digit at 2
nd

 decimal place shall be rounded off upwards by one numerical value. 

However, if the digit at the 3
rd

 decimal place is less than 5, then the digits beyond the 2
nd

 

decimal place shall be ignored. 

For example, '50.117213' will be rounded off as '50.12'   

  '50.114213' will be rounded off as '50.11'  

  '50.997213' will be rounded off as '51.00' 

 In case 'Errors committed' are less than or equal to 'Errors admissible', then the Result will be 

'PASS'. In case 'Errors committed' are more than 'Errors admissible', then the Result will be 

'FAIL'.   

 

 Maximum Marks  =  AS PER THE SCHEME                                                

 Qualifying Marks  = 40 % of Maximum Marks allotted 

     

 Penalty in terms of marks to be deducted from Maximum Marks 

                                    Errors committed × (Maximum Marks – Qualifying Marks) 

                           =   ----------------------------------------------------------------------------------- 

                                                                   Errors admissible @ 5% 

  

 Marks scored     =     Maximum Marks - Penalty 

 

Examples 1: 

 Test for 10 minutes @ 140 w.p.m.                           Total words : 1400 

 Maximum Marks = 100 

 Qualifying Marks = 40 

 Errors admissible @ 5% = 70 

 Errors committed = 72 

 

Result   =  FAIL (as 'Errors committed' is more than 'Errors admissible') 

 

                                 72 × 60 

Penalty in terms of marks to be deducted from 100  =   -------------   =   61.71 

                                                                                              70 

                                                                                                        

Marks scored  =  100 - 61.71  = 38.29  
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Example 2: 

 Test for 10 minutes @ 160 w.p.m.                          Total words = 1,540 

Maximum Marks = 100         

Qualifying Marks = 40 

 Errors admissible @ 5% = 77 

 Errors committed = 77 

 

Result   =  PASS (as 'Errors committed' is less than or equal to 'Errors admissible') 

 

                77 × 60 

 Penalty in terms of marks to be deducted from 100  =   ---------------  =   60 

                                                                                                 77 

                                                                                                        

Marks scored  =  100 - 60  = 40 

 

***** 


