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Time : 1% Hours | [ Maximum Marks : 30
Note : (1) All questions are compulsory.

(2) Question Nos. 1 to 5 are very short answer type. Their answers
should not exceed 10 words each.

(3) Question Nos. 6 to 10 are short answer type. Their answers should
not exceed 50 words each.

(4) Question Nos. 11 and 13 are long answer type. Their answers
should not exceed 150 words each.

(5) Marks allotted to each question are given in the right-hand margin.

1  Which category of Typewriter is useful for a Travelling Typist ? 1
2 Where the Space Bar is located on the Keyboard ? 1
3 On which side of the Typewriter the matter to be typed should be kept ? 1
4  Which finger of left hand is used to typewrite Alphabet ‘Z’ ? 1
5  Name the main parts of the Typewriter used for centering. 1
6  What are the advantages of Touch Method of Typewriting ? 2
7  Write the following figures in Roman Numerals : 2
30 16
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8 Explain the steps involved in Backspace Method of Centering.
9  Define Stencil Paper.
10 What do the following Proof Correction Signs mean ?

(a) Caps (b) eq. #

c) ./ @

11 Write short notes on any two out of the following :

Card Holders Margin Release Key
Types Paper Guide
OR

Syllabify the following words by observing the syllabification rules :

Compliment Fish-market Better
Leadership Understood Climate
Advancement Instruction Cognate
Formality

12 Define Business Letters. Enlist the parts of business letters.
13 Write the full forms of the following abbreviations :

IFS AIIMS CID DC GPF
NCC ISRO RBI VPP UNI
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