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TYPEWRITING (ENGLISH)

(Theory)
(218)
Time : 1% Hours | [ Maximum Marks : 30
Note : (1) All questions are compulsory.

(ii) Marks allotted to each question are given in the right-hand margin.
(iii) Before answering write down the Question No.

(iv) The answers should be clear and to the point.

1  In which year Noiseless Typewriter made its appearance ? 1
2 In which year Touch Method of Typewriting was introduced ? 1
3 Where the Table Footnotes should be typed in a Tabulation ? 1
4  Name the Fluid with which corrections are carried out on Stencil Paper ? 1

5  Name the switch used for switching off the throw of the ribbon at the time 1
of stencil cutting.

6  Write short notes on any two of the following : 4
(a) Tabulator Key
(b) Shift Lock
(c) Paper Table

7  Which signs are used for the following in Mnauscripts ? 3
(a) Take out space and close up
(b) Insert Hyphen
(c) Delete. Not to type
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8  What is meant by Standard Typewriter ? Explain its features.

9  How will you divide the following words at the end of the line ?
Committee Window

Payment Part-time

10 Write the full forms of any three out of the following abbreviations :

USA MA T
BHU BA

11 Explain any five errors out of the following which are counted as mistakes
while calculating speed in typewriting :

Over-typing Jumping
Piling Faulty use of Shift Keys
Bad spellings Piercing the Paper

[rregular line-spacing

12 What is meant by Electric Typewriter ? Explain its advantages.
OR

Write the correct spellings of the following words :

Seperately Certifikate Gard
Ocazion Tumorrow Benefishial
Rejistration Suckcess Cheef
Peesefuly
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