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TYPE WRITING (THEORY)
(English OR Hindi)
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Time : 2 Hours ] [ Max. Marks : 25
Prfwr: woft wel & SR AR s e & g 3 i aifed &)

Note : Answer all questions. Marks allotted to each question are mentioned against

them.
1. 3T TSR & FrfoRad it o wifira & suam ffae- Yax 10=5
(iy §TA arcrd! iy — gfean
(iii) Pl geel (iv) ReTgm®
(v) e (vi) HUd
(vii) BT qaad (vii) VTR ©8
(ix) BIS N (x) o g
Write in brief the use of the following parts of your typewriter-
(i) Key board (i)  Thumb wheel
(i) Shift Keys (iv) Ribbon indicator
(v) Cylinder (vi) Bell
(vii) Margin release key (viii) Space bar
(ix} Card Holder . (x) Scale Pointer
2. Frerfifed § & Rt diw & Ry weite fime e 1x5=5
(iy féra e qu fofae (i)  SeaTa® fog ermai
(i) F0-1 Hert B 0t S (iv) T 3R Faa
(v) T e (vi) a1 IREME IRY HR
(vii) 22T F @ (et ) (viii) gof fo=m ‘
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Give proof correction signs for any five of the following-

(i) Spéll out (i)  Insertinterrogation point
(i) Straighten line (iv) Change the broken type
(v) I‘nse_rt comma (vi) Begin a new paragraph
(vii) Delete (viii) Full stop

3, FmfaRed et § 3 fa< dra & qof v fofee- 1x5=5
Write full forms of any five of the following abbreviations-
(i) Amt: (i) VLP
(i) P.T.O. (iv) P.O.
(v) Cr. (vi) AM,
(vii) P.N.B. _ (viii) A/c

31dr (OR)

(F) FgufifefiicRor  Fr dred & Fwae|

What do you mean by duplicating? Explain.

(@) Wi ¥ sEfed Sie B &1 a1 adie! 82

What is the method of removing errors in a Stencil?
4,  TRUDHAT 6 WOR 39 TR qgT FHar 87 TR .
How a typist can attain higher speed in typewriting? Explain.
: . 31al (OR)
(@) B9 3K B TRRER B TR B aned 3R e e & afed?

How and when should the typewriter be cleaned and Oiled?

() aﬁww%mmwﬁ??

What do you mean by tabulator?

5. ¢y kA fafie faftrat @ faazor dfswl

Give description of various methods of typing.
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