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(25) Se—omyffy wd e
(ceT—11)
DIfTS—19 ASFRY & HROT NS FF—2021—22 # fIeneal § 99T A Y89-Ues &1 $ 7 & UM
o Rafd & e R Qva fRivsl @ aftfa grr Araq 30 ufiea ureaed &9 58 o @
e @ T 8-
YA 9979
TR T e |
3-—hg-Jeih-—oi%h el T, =6 GHEN e |
4--fafa fauw Taell daifas @ FaeiE a9 qd @ e |
fada ge-o=
TR T AERreE-- |
1--IX EEaE SR & @--9 a1 e O, -2 @, A Ed |
Jg g9
(e T HrEa @)
TISTFH FH BN & BT 9 o a1 ST Tl |
TG I
(sl wd <o (fed)
5-()-—avTieri & Fed A T A=, ¢ A% ARG 1 F THL 12 T qEEi B g |
6-()--fafs=1 deermett & ugad 8 drel ST STETE, arRd, ae Ud oTeeT |
TG I
e RvE TRy (SHEh)
Unit 5—Note—taking, Transiation etc. shorthand in practice.
Note—Trans reption in long hand on the typewriter also.
Unit 6—Contractions, Special contractios, Figures, Proper names etc. Essentialvowels
intersections Advanced phraseography.
EH 99-
SRy T < ()
w3
(%) arfee oA a1 & § oAl T F i & E0 | oNfE ud AN feRen @ e
(@) gi=a gt W T Sa--der, faa, e 3ve, ar ek |
FIFTH PAPER
Shorthand and Type (English)
Unit 3--(a) Tabular typing, Two column Table and Multiple columns table box etc. display of tabulation
work.
Typing of financial and costing statements.

(b) Typing of printed forms lite invoices, bills, quotation, tenders, index cards, telegrams

etc.
SUYF & IGHA | 70 U BT UGISH fraq o

(25) Fe--omgRAy T E
TISTHA o ST

YA T BT JT F FTAT H F U BH T TER F AR AT HL Tl -

(1) I TSFIR--SMgfafiss, o1, SRR dfed, TaHE |, FEed qees, g fats @ 36,
U0 10 Fl0, 0 210 H0 (VK T AIHN, I HXHN T kR deF H) |

(2) ETR--(1) e qe (T wd engpafy), (o) @R @RI (FET ud agfareer aun
ST ) |

1--BEN & SYH T H YA T SH0T & Feed & A B

2--BE1 H YT e, TS U6 AR B Bl & bl e FHT |
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3-8 H THUT FHTA &I EHA BT fAHE HE, AEN [GUF-a%] 9= i, [ IR & Fqad |
TP g9 AR ITeY dfafafy ud dede, i o |

4--BEll | AR U HE el B |

5--BRl § T Al 40 9= Ui [ T6 Mgfeit & 120 = Uid B @ A @ A we |

6--BTI &I YD HET AHGS TS T faiqe Jor HEeieal 1 e H |

7--8TE ® A TR WG F & T8 AR |

RIHH-—-
PED I
() Sias--
T Y9-US-EEN Tl o AT 60 20
f&dg qe-To-Erand qer aenamre--I| 60 20
I 99— U Hrerd e 60 300 20 100
TG IT-T--AYfIT T o SIS e = 60 20
GeH - --SMgIy ud deher few Ar et 60 20
(@) s~ 400 200

Au—weRi # g ffad gsH-9 § A Swiclie 20 d91 AN § 33 dfae i Ud JEnTeHh
qHE 50 SR SwivNE T SAEE © |

T ST
(ST o e -- )
HAfeerH--60
FATH--20 3
1--Tdie G-I 9T STaeeT, a8 @l Yomal &l REd | 20
2--gRfsT T H GRS 9 E-ae, Ea-atedr § @A @ o, ave R s, et
Td IRl G | 20
5--3<H @A B AR HAT, TSR Afed @MRT Td AH-gi @ Jor ofie et
TR HEAT | 20
f&ia ge-o
(Seramar T - 11)
HAfERTH--60 3
AH--20 3
2--2 qR--2ed & @ fafere owsfr | 20
3--H99 (JEeM) AR HI| 20
4--GS{RTT T AT e | 20
T Je-0
(cEmaafs T FRted ¥eT)
HfERTH--60 3
AH--20 3
1--AEEIE HeA--31d, I5aed, e | 10
2--HEHGE FST & TeU--Ushel @aard, RN, 96T 4R W, Bl U6 qehnl
HUSR, AL I | 20
3--FEed oA, qed @ &, Th A §ed & "oyl ad, U6 8 FHEed &
W & I & JeA I, B & a9 | 10
4~ FR--fa, TEH, o U GEl BEd, ATHAE, [ wd fepa wen/ae |
Fraivee Te ST o | 20
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Iqd -
(sgfefy o e ()
HAfererH--60
AH--20 3%
1-(F)-ongfary @ omgfE wea--faf= UER @ ongfatEl SE HM ueme, ved gome,
ST JoTel, ReHi Jemet o | 10

(@)--fo= od dad, 2 @ I HA--W 0F d@ad ©@, @ @ e |
2—(€B>——“H” ot @ aE, S @Rl @ TR ‘A, “qr, A7 @ WA |, ‘ar, ‘S R g

& TG | 9, A, X “Ff” % 8 SRSl & T | 10
(@)« , ‘@, ‘€ IR @ T, ‘q, = F =0
3-(%)- SE%I%WWWHWHTWWI 10
(@)--q" X @ B FW AR A fore H I90 |

4-(F)--wt F Y BT, B gY oM, Hreatn, Beatd aEn (i # oE BT,
AR G FEA, a9 T, 99 B FA| T, T, W B AES |) 10

(@), IUE, 4, e, e ot F el |

10
5 (@)--aeaReT e H@ad, 38 & HB TEe S 91 U 8 a4 & Seelid [t Ha |
6-()--faftr deenett & wgad B9 gl gt TETE, aTE, e U STt | 10
(@)--oTfei wd aad, HN, TEN, AN, JHUsd, @, U, e, Sw-aR i
GEI

Ale- Faq Haifod 997 & I8 T | <Ry AN B TAN daa FEArTes qder § 2 R SR

TG I
e RvE TRy (SHEh)
AERTH--60 3
TATH--20 3H
Unit 1--The Consonants:--The vowels, Intervening vowels and position, Gramalogues,
Punetuation, Alternative signs for "i" and "h" Dipthoungs, abbreviated "w" and
Phraseography including tick; the. 15

Unit 2--Representing 'S' and "Z" with crce and sroks, large circles Saw and wacrosis'
lops 'st' and 'Str' Initial books to stranght srocks and curves 'N' and 'f ' hooks a alternative

form 'f''vs' etc, with intervening vowls, circle and roops find books the shu shocks. 15
Unit 3--The a spirate upward and downward 'r' 'l' and 'sh' Compound Consonats
vowel Indication. 15

Unit 4--The Halving Principal the doubling principal, Dipthenine or two vowel signs

medial semi circle Prefixces, Suffixes and Terminations, negative words. 15
Aie- Faq Haifos 9T & g8 T | TRy AN B JAN daa FEreE aden § 2 R S|
EH 99-0H
agfafy od 2 (f)
AR 3ieh--60
T $H--20
FHE--1 30

(@) g T | THT F Hew, WU AGH UF q@H IH & B9 F TH F AEElIE @ AR
AN, WetdErerd § g9 & [ SR Al Heed, [T SR @l TEY A9, B 8 S A gy WEey, fasiel @@
TEY B, ToEFLIE 3T WZX T g8 YHHT | TEY BT & THR, Wl YOIl T 397 YO, 3 JOT-an |
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(@) TRY FXd T G B FARI-TEHT & dod & I Ay T A & ff w9 F BN an &
g5t UE I TN |

qRETe FEEv--A @ I e AR e dnd @ W, ey, e @, BT @ e e
WEN |

THT [N H HEST T Dbl el U HEST &l AT e @l |

(M) F ged (F-SE) H IO A

IO S, AT, aR U9 oy STJERal Bl 1 3k Ud [T UHR & Hebdl Hl HOT I el B
THT N S FA Jed H Aol R W B

T Td Afairs 7 | U B, AR T ST R |

(7) 9w AfeT qon srgpfedt @1 deled | g AfeT § ygE e A fae |

Hele B UG BN A i agu--TeR, TEEh HS, T Zed gar, A9 § R T gan
Y, g U9 f |

(=) Tr3" A<M 1 G g G-, RY A H GEE @ o o | e @ gee, dg A a0 |

(8) T @l - FA T wd deaeH, TR A g, IRy ud 9ed @ & R |

(31) Z1 @I AR STMEd--aAfddd Has, @i &9 w@eel, o ud eel & ura |
mg__z 30

T H CEHU--Go, g% U9 i Bl & 9y wage, 99 «es U4 EitEs &9 F | qg-Tl @l
THO--UF G & O qF1 U A IAGE T & GH H H | [T, Tewe Td Fesig-08 W qal Oy AT |
& G GH F CEHOT| T, dRehE T STResig-U WX Al <R &N O H s W bl <Ry
FHEAT |
Ale- Faq Haifod 997 & I8 T | TRy AN B TAN daq JArTers qer § € R S

FIFTH PAPER
Shorthand and Type (English)
Maximum Marks—60
Minimum Marks—20

Unit 1--(a) Importance of typewriting in modern age, typerwriting for vocational use
and college preparatory. 20

Various kinds of typewriters based on the make the type, the size, the language etc.
manual typewriter, Electric typewriter, Electronic typerwriter, word processor.

System of typing, Touch system and sight system, their advantages and disadvantage.
(b) Aranging the materials for typing and of the class procedure.

Correct typing method, various parts of a typewriter and their uses, mainipulative
control, margin stops, paper guide, paper release, line space gauge, cylinder knobs, shifts key,
spacebar etc.

Insertion and removal of paper in and out of the machine.

(c) Covering the keyboard typing of alphabets, words, phrases sentences and small
paragraphs, typing of number and symbol keys.

Typing of symbols not given on the key-board.
(d) Centring horizontal, vertical mathematical and judgement placement.

Proof reading and correction of errors, Proof correction marks of different types of
erasing materials, erasures (rubber/pencil) chemical paper, chemical liquid, correction mistake
within the machine, squeezing and spreading.

(e) Care and maintenance of typewriter oiling and cleaning of the machine.
Change of ribbon.

Minor repair work.

(f) Calculation of speed.
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Straight copy of typing (SWAM, CWAM and NWAM) and production typing (G-PRAM
and N-PRAM) and MVAM, Speed Compositions, Indian and world records in typing.

(g) Personal habits and work habits, Personal appearance, willingness, promptness,
initiative trust, worthiness, punctuality, etc.

Following instructions and direction.

Unit 2--Typing of letters, Blocked, Semi-blocked and NOMA simplified the open close
and mixed punctuations. 20

Typing of short letters (small and full size letter papers) one page letter and letter
running into more than one page.

Typing of addresses on envelops, inlands and postcards, including window display chain

feed.
Typing of annexures and appendices to letter.
Unit 3 20
die- Faq Haifod 997 & I8 T | <Ry AN B TEN daq FaAres qier § 2 R S
TARTT TG ashH
--400
-3 200

g1 @ T FEdl & IR W TR A, B0 & O FE-U (FeeF), dRe-TE, gE-u,
qH-, Y ARY-T7, 6k 0 TEdH & H og IR B a O, dEe & W, S 9, R,
-0, TolEl R O, GO 0, o X 0, FAERel 9, A o ofeed-u A o, MR
0 |
ey ST

El--2-Sgiues qieehel, g gy ol Fgdr 9 qee W ol ol & T, dies [ @
T |

3--Uied JrYaT U TENLN-9= g w1 YR e |

4--FFe, T RAEY, T Raead wsia qor angfafy Reca onfe @& 4 gfa a9 |

T AN

- ()--1-FeA o=, e, aedl Td FHATSA B B |

2@t faeel S -9 (Key Board) & 5 &1, & <& |

3--fafet w@R & @it /o divet W - @ & BI” ud 98 wE @ e

4--UR< Fre], ATRLNT T Td AR J&R & fIeel 9 9dl &1 9 |

5--Sg &I HeMl & WY GO B H |

6--ATHET T, WY FISl, FEFAI oM F T

7--¢H, TMB-U0d oM 9X v |

8--g% ST ud Al B gav |

9--deerelt wd HeAl H WM fRY S i O Se-faus, e, SO @ G, aRd @i S
o A G EH |

YA gl &g of faemer
1 200
Tl ‘w | 40
T ‘g’ | 60
ES LIRS 60
A wd e 40
2-- 200
() Wi 100
REIRECIRICIREE S|
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Sufefe STgeTE 10
ffead & 20
A au H 5 T ol S 50
A 20

_100
(@) SN et ofear FEedl R e Ao % SR WX 100 3% |

Ae—-1--FARTe qheT § Il 2 & fod 50 Siie Sff O STasad ¢ |

2--J9% O & 8 4 I 5 FA-T@ & g9 BT B X UH FA-F W 4 A 5 B & 0
I T G B |

3--T% WM (FE) & Trad G SR & &@ $ Saaisd &% 8RB 3T & & B ©
Rred 98 IMR & qeafad aradrell T emarel & [ a9 ed & o @R o 9 | 36 I5aed Bl
¥ aifvia S T Td T BEt B EEET ¥ R &R

4--rd P LT STeTE q W@ (TUARR) SR AT STRAT | qheer FE sTee /@ (TR
P ST % SAEN T AT ST | T8 400 3 1 BT |

5--cd% BT JANHE T Bl IO @l T |

6--BTl bl B ax & JagM BFT =iy |

7--BEN H HE WA W QO GHE TF @Al dlied | 32 i e o A SH hl Ahegsdhal Tel

2l
SRR g
I K% T AGH B T RIS B T T T ™ A
1 2 3 4 5 6
Ha4-- 50
1 el ded forfy T SEE WA U b, s, seeEE 14.00 1989
2 R oK Pve N T 9EE AW gNeed g% dod 12.25 1987
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