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TYPE WRITING (THEORY)

(English OR Hindi)

9 ¢ 2 G0¢ | | [ qui® : 25
Time : 2 Hours ] [ Max. Marks : 25

Prer: el el & 3R A TSy & I I 37 3ifa B

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

them.
1. 3799 TIEWRISC & FHrfeiad gait @ |féd & uamn foRae- | 12x10=5
(i) §e drfeidr iy Hfsa
(iii) T qgl (iv) Revgas
(v) e (vi) HU
(vii) T Jad (vii) V=R ©8
(ix) DS Blesx (x) YT e
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. frefofaa & @ fo<t ua & fora g wees fue Sfse- 1%5=5
(i) <t v 1 foRRae (i)  veaT® foeg emen
(i) -9 37eR) @ it Sp A (iv) T &R §ael
(v) AT e (vi) a1 REP 3RY B
(vii) TT8T T &% (P &) (viii)  gof o= "
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3.

4.

B

Give proof correction signs for any five of the following-

(i) Spellout (i)  Insertinterrogation point

(iii) Straighten line (iv) Change the broken type

(v) Insert comma (vi) Begin a new paragraph

(vii) Delete (viii) Full stop

Rrfarfae it & & el ot & oot w frfRae-
Write full forms of any five of the following abbreviations-
(i) Amt: (i)  V.LP.

(i) P.T.O. (iv) P.O.

v) Cr (vi) A.M.

(vii) P.N.B. | (viii) A/c

312r@1 (OR)

(@) SEfCdRoT 3 a1 aTed &7 THese|

What do you mean by duplicating? Explain.
(@) wiie ¥ arfed! e T & a1 aRidl 2?

What is the method of removing errors in a Stencil?

. TRt e Wb 37U T §@ Faball 2 THHATST

How a typist can attain higher speed in typewriting? Explain.
, - 31d1 (OR)
(@) B 3R B TERER B THE BN Wi 3R I d &1 e ?
How and when should the typewriter be cleaned and Oiled?

(@) aiferdr I I 37T FT THE &2

What do you mean by tabulator?

TRy = @ fafirm faferat & faaxor &l

Give description of various methods of typing.
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