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TYPE WRITING (THEORY)

(English OR Hindi)

T : 2 1o | | [ Q& : 25
Time: 2 Hours] [ Max. Marks : 25

Prder: weft et & TR AR T we & AEE b 37 sifeea 2

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

1.

2,

them.
3T TTERTEER & FrAfeRad qsif o wifara & suam fofae- Yax10=5
(i) e alcia iy — HfSar
(iii) PeT gact (iv) Revgas
(v) a9 (vi) ©uer
(vii) gIf¥maT yF® (viii) YRR B8
(ix) FE DR (x) U s
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
fFrfead # 9 fowl Ui & o g Tenes fawg difste- 1%5=5
() <t o g forfare (i)  SEaTaD fag e
(i) 3R 31er) B ufks S B (iv) T 3R T
(v) rET T (vi) T URTTH 3RS @RI
(vi) TRY T &% (Fare &) (viii) gof farm” "
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Give proof correction signs for any five of the following-

(i) Spéll out (i) Insert interrogation point
(iii) Straighten line (iv) Change the broken type
(v) Insert comma (vi) Begin a new paragraph
(vii) Delete (vii) Full stop
3, fmfaRed dfimmert 7 @ fo=! 9o & qof w9 fuiae- 1x5=5
Write full forms of any five of the following abbreviations-
(i) Amt: (i)  V.IP.
(i) P.T.O. (iv) P.O.
(v) Cr. (vi) AM.
(vii) P.N.B. 7 (viii) A/c
3dl (OR)
(@) SRMIfCIEROT ¥ T dTeTd 27 THERe| 2
What do you mean by duplicating? Explain.
(@) e ¥ srgfed die B & g1 aXid &7 21>

What is the method of removing errors in a Stencil?

4. TTRYSAT fbd WP 37T Tl a1 Tabal &7 THHISU| 4 5

How a typist can attain higher speed in typewriting? Explain.
; ) 3121aT (OR)
() Pa 3R A TRWLER @ TEE B Aied 3R ITH I A1 A ? 21
How and when should the typewriter be cleaned and Oiled?

(@) TIeTesT T 3 3 FAT JHA £ 2 | : 21>

What do you mean by tabulator?

5. TRy ek @ faftm faftr @ faazer dfsel 5

Give description of various methods of typing.
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