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TYPE WRTTTNG (THEORY)
(English OR Hindif

IWrFo:zs
Time:2Hoursl I Max. Marks :25

Fr{sr, H$ qrq} b rm frHt c-dn eq{ b eEu rsb 3i6 sifua dr

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

them.

1 3TqieT$q<r$-.{d Frrafrfua gtr q rqo}rTftfus-

1i; ecaarftmr (ii) EBqT

(iii) arr dnd (iv) fto-+qu-o

(v) toa (vi) uu&

(vii) aFrersmo (viii) 
(ix) ord *s< (x) tqriTqild
Wiife in brief the use of the following parts of your typewriter-

(i) Key board (ii) Thumb wheel

(iii) Shift Keys (iv) Ribbon indicator

(v) Cylinder (vi) Bell

(vii) Margin reiease key (viii) Space bar

(ix) Card Holder (x) Scale Pointer

Fmfrtua { * grq b fr-A p xivilw fu<fifru-
(i) (ii) sr+qr+ofo<arrrci

(iii) fi +i 3r&r-t ai qftr &6 6n (iv) S erex e-afr\
v 

-^\

(v) orfl cllcri (vi) +qf 0-<rqrq 3rT'{q 6t
(vii) zrge q di tf-6rd tt (viii) Wf ft{rq

t1I

2

I P.T.o.

llt
o44

z
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Give proof correction signs for any five of the following-

(i) Spell out (ii) Insert interrogation point

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

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

(vii) Delete (viii) Full stop

1x5=5

21h

7th

5

2Vz

3{2rdr (oR)

tm) cgnftfrft'orur t m arsd tl qq-flrgu 
I

What do you mean by duplicating? Explain.

(e.) t 3rsJffi ed m-<i ol @T o"fr6T B?

sgc-6-df ft-s !6I{- e{[fi ri6 
"=, 

u-* tl s-{flr$u t

How a typist can attain higher speed in tyoewriting? Explain.

4

5

3{s.En (oR)

(6) 6'd 3tk ** ergq{r$-f{ d Rsr$ 6{-t qrtr0 3ii{ 3qri fu aqT urGd? 2Yz

How and when should the typewriter be cleaned and Oiled?

(q) mftror qq t 3rq a{xr s-rgi d'l
f

What do you mean by tabulator?

dr$q6-rid frFrg frfPfqi or ft-osuT ABrt 5

244 (HOQ) l2)

3. ffifua *fleTwreni fr + d-q b guf sq frfuu-

Write full forms of any five of the following abbreviations-

(i) Amt: (ii) v.I.P.

(iii) P.T.o. (iv) P.o.

(v) Cr. (vi) A.M.

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

What is the method of removing errors in a Stencil?

Give description of various methods of typing.
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