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SHORTHAND (ENGLISH)
(Theory)

Time allowed : 3 hours Maximum Marks : 60

e Please check that this question paper contains 7 printed pages.

e Q.P. Code given on the right hand side of the question paper should be
written on the title page of the answer-book by the candidate.

Please check that this question paper contains 24 questions.

Please write down the serial number of the question in the
answer-book before attempting it.

e 15 minute time has been allotted to read this question paper. The
question paper will be distributed at 10.15 a.m. From 10.15 a.m. to
10.30 a.m., the students will read the question paper only and will not
write any answer on the answer-book during this period.
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General Instructions :
(1) Please read the instructions carefully.

(it)  This question paper consists of 24 questions in two sections : Section A
and Section B.

(iti) Section A has Objective Type Questions whereas Section B contains
Subjective Type Questions.

(iv) Out of the given (6 + 18 =) 24 questions, the candidate has to answer
(6 + 11 =) 17 questions in the allotted (maximum) time of 3 hours.

(v)  All questions of a particular section must be attempted in the correct
order.
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(vi)

(vii)
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Section A : Objective Type Questions (30 marks) :

(a)
(b)
(c)
(d)

This section has 6 questions.
There is no negative marking.
Do as per the instructions given.

Marks allotted are mentioned against each question/part.

Section B : Subjective Type Questions (30 marks) :

(a)  This section has 18 questions.
(b) A candidate has to do 11 questions.
(c) Do as per the instructions given.
(d)  Marks allotted are mentioned against each question/part.
Section A
(Objective Type Questions) (30 marks)
Answer any 4 out of the given 6 questions on Employability Skills. 4 x1=4
(1) Expand the acronym SMART, which is a simple tool used by
businessmen to go beyond the realm of fuzzy goal-setting into an
actionable plan for results.
(ii)) The ability to control one’s emotions, thoughts and behaviour
effectively in different situations is
(iii) The slide layout helps to arrange the slide contents in an
way. (organised/unorganised)
(iv) In spreadsheet, a is a collection of cells in the form of a
grid.
(v) The ability to work with others is skills.

(vi)

(initiative/interpersonal)

Name any two personal barriers to entrepreneurship.
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2. Answer any 5 out of the given 7 questions. 5x1=5
(1) A Diphone is the occurrence of two vowel sounds pronounced
(ii))  While writing ‘volume’ in Shorthand, consonant ‘L’ is written in
direction.
(iii))  Write two words using Diphone.
(iv) The consonant ‘L)’ is written in direction after ‘SK’.
(v)  Left semicircle is used for the sound of
(vi)  In which direction should ‘SH’ be written after an upstroke ?

(vii) Make the outline of the following words :

(a) Sugar
(b) Fish
3. Answer any 6 out of the given 7 questions. 6x1=6
(1) Frequently occurring word represented by a single stroke is known
as . It is also represented by the signs dot, dash and circles
known as

(i1))  Write any two examples which indicate the use of prefix ‘Intro’ in
Shorthand.

(i) Prefix is represented by disjoined circle written close to
the following stroke in the second vowel place.

(iv) In negative words, the small hook for ____should not be used.

(v) as a suffix is used after Grammalogue where stroke ‘NG’
is not convenient.

(vi)  Write the word ‘hopelessness’ using ‘LS’ as suffix.

(vii) Yard is represented by consonant Y’.
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4. Answer any 5 out of the given 6 questions. 5x1=5

(1) The term contractions means of certain consonant at the

time of writing in Shorthand.
(i1))  Form two words of contractions in which stroke ‘N’ may be omitted.

(iii) Which words of contractions are generally written with the same

outlines ?
(iv)  Special contractions can be formed by intersecting strokes. (Yes/No)
(v)  Which round number is represented by the consonant ‘B’ ?

(vi)  Which monetary unit is represented by the consonant ‘P’ and circle
‘S’ in Shorthand ?

5. Answer any 5 out of the given 6 questions. 5x1=5
(1) For which word is circle ‘S’ and shun hook used in forming advanced
phrases.

(ii))  In advanced phrases, the consonant “I” represents the word

(iii)  ‘Able to’ and ‘You may not’ are the examples of using in

advanced phrases.

(iv) Advanced phrases are formed by the logogram.

(employing/omitting)
(v)  Write the phrase ‘in our view’ in Shorthand.

(vi)  Write the following contractions in Shorthand :
(a) Perspective

(b) Prospective
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6. Answer any 5 out of the given 6 questions. 5x1=5
(1) Write any two examples indicating the use of intersecting stroke ‘B’.

(i1))  Using intersection for ‘Society’, write the Shorthand outline of ‘Red
Cross Society’.

(iii) If the intersection is applied on the last consonant of the word, it is
to be read at the

(iv) How do you use stroke ‘L.’ as an intersecting stroke ?

(v)  With the help of an example, mention the use of intersecting stroke
‘P

(vi)  How would you write advanced phrase ‘we have received’ ?

SECTION B
(Subjective Type Questions) (30 marks)

Answer any 3 out of the given 5§ questions on Employability Skills. Answer each
question in 20 — 30 words. 3x2=6

7. Motivation means directing behaviour towards certain motive or goal. In

your view, why is motivation important ? (Any two points)
8. Enlist any four barriers faced by an entrepreneur.
9. Write any two advantages of a Presentation Software.
10. Write any two steps to overcome personality disorders.

11. List out any two driving factors which motivate a person to start a new

business venture.
Answer any 3 out of the given 5 questions in 20 — 30 words each. 3Ix2=6
12. Define any two rules where stroke ‘SH’ should be written downward.

13. What do you understand by Medial Semicircle ?
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14. (a) How do you represent prefix ‘un’ as a negative word ? (as in the word

‘unnecessary’)

(b) Give an example which indicates the use of suffix ‘ly’. (As in the
word ‘friendly’)

15. In case you wish to contract the following words, what stroke should be
used to form advanced phrases ?
(a) will
(b)  hope

16. Why do we use Grammalogues while taking a speed dictation ?

Answer any 2 out of the given 3 questions in 30 — 50 words each. 2x3=6

17. With what stroke would you represent the following figures in Shorthand ?
Give suitable example to support your answer.
(a) Million
(b)  Rupees
(c) Hundred

18. Explain the various rules which are to be followed by writing downward ‘L.’.

19. How are the following prefixes represented in Shorthand ?
(a) Trans

(b)  Magni
(c) Intro
Answer any 3 out of the given 5 questions in 50 — 80 words each. 3Ix4=12

20. Write the difference between Diphthongs and Diphones.

21. By which consonant are the following suffixes represented ?
(a) Ing (b) Ings
(¢c) Ment (d) Ship
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22. Explain the use of upward and downward forms of ‘SH’ stroke.

23. Indicate with suitable examples how doubling principle is used while
forming advanced phrases.

24. How are the following prefixes represented in Shorthand ?

(a) Self
(b) Self-con or com
(¢) In

(d) Grammalogues
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() P 15 F I 9T |
(i) 39 J97-99 4 24 I97 &, 55 @S & 37N @S & 4 [a91fsia 1637 727 & |
(iii) WU & T FeGi+48 JHR & J97 & | WIS @ T [999RF JHR & F97 & |
(iv) 1T T (6 +18=)24 F571 § @, 3HIgaR &1 3 5 & 377aled (3fawaq) aaa 5

(6+11=)17 357 & ITH 37 & /
()  [HFl 39y @vs & gy goa1 &1 Gal HF T B BT JIG 97 ST =077 |
(vi) UG FH— JGIHE THR & J97 (30 37P)

(%) 39 U8 06 J97 & /

(G) T&T W Hi3 THRIHSF 37 HT J1a477 781 5 [

(1) 13T T 359 % SFaR I T |

(%) 9% Fo7/9T & G 3T 37! T IgE 1697 TI7 & |
i) TUE G- [FdYIHF JHR & 97 (30 37%)

(%) 59 @8 718 Fo7 & |

(@) 3Hfiear &1 11 397 #H 8 |

(1) 13T g 5 @ R I T |

() 9% Fo9/91T & qrd 3T 37! 7T IgE 1697 77 & |

©us <h

(TGS THR & TI)
1. [Aeffea og 39491 3 @ fes1 ar 3941 & 3¢ dfaw | 4x1=4
(i)  99E S 1 ST HiH-E1 I 3 ?
i) &8 <o & &7 H shaied I ol F91 HE @ 2

(iii) GDP (¥hdl ={T] 3¢U1G) 1 HAAS 1 & ?

(iv) ¥ha ITHl §94 o fol Je&ad: 1 ATEwTe g ?

(v) Tt gt feamsa g 2
(vi) 319 <hl T=ST faerfd o o foTu g0 fore A= bl 3TTaedehdT Bldl 8 2
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() ‘oH weg % foru @ & e fopm forg &1 = fome i g 2

(i) BIR wee & fou form @1 =61 YT fopaT iTaT B 2

(iii)  ‘oTaereg fomdt i ® el foran S ?

(iv) ‘G Yed <h o7 fopg SIS 1@ 1 ST fehall ST@ 2

(v) ‘SR W Tl stfafy o fafe |

(vi) @ifera’ wreg ot fadt emyfarfy & forfaw |

(vil) g o 3T H 3T WE i &<t AT § 1 had & ?

el @t v 4 & feg] B¢ Jo41 & I 1T | 6x1=6
(i) ‘GqaSHe 3eg i A ¥ fafEw |

(i)  “foam-famsl’ =1 stmyrferfd # forfaw |

(iii) T’ 16 1 TGN VoG5 HEATTT AT HiTTer |

(iv) @fearer B %-8-%0 fhadl W@Td gl =nay 2

(v) AR ® I o folt Jeaa: 1 a9 38 ?

(vi) ¥16G % 3AfTH @S I FT Fgd 3 ?

(vi)) FHAUTH i fa=al H o1 Had & ?

[AEfcifaa g 3991 8 @ fa-8] gia 71 & 3¢ o | 5x1=5
(i) T ‘% ford veg 1 Fohd B ?

(i)  TRIfeAld H STeRITST ST SN Rt foham ST B 2

(iii) I 39T I16¢ b IRY T [ 31 g T TEHH 3 ?

(iv) ‘ormafoasHe | fpd oI 1 T g3 § ?
(v) ST’ 3reg i iy # ferfaw |
(vi) T 5H ¥ g YT S 9Tl WEIER ST |
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5. [Arfilad og 991 4 @ 167 gier 3941 & 3¢ 7 | 5x1=5
() o<t mufaifu o sifeees S0 o €9 4 A1 399 < &9 | forar s |
(i) S I HmEH 1&g ST |

(i) =<l meIfaifd § weo= i 9gaH fohd TR AT 2
(iv) Ud Yeg & GRY U 36 T L 38k 1 1 et a1 8, I8 FAT hed & ?
(v) ‘9@ ol i | fafge |
(vi) ‘IR 9 gyt ot ARferfy o fafee |
6. [Amfciiga og 3 4 @ g arer 3991 & 3w T | 5x1=5
(i)  dret o fore g ford S aren wreg feratium Bt stryrferty # fefe |
i) oifon @ o Jewaqul Sreg o1 SAIfarfy & feafee |
(iii) real & YRH H A dcd o, S s & (oW fohd Torg o1 93 feman
ST 2
(iv) ‘T 31eg o1 Ay | fopw fem < siata foram 2
(v) ‘e uftwe’ sreg ot smypferfy ® fafgw |
(vi) ‘g3IE o AR W SIS i A § faReaw |

G LERE|
(Torraruies TehR & W9 T)

Affiaa aiar 971 4 @ fe=81 @7 991 & I T | Jddb 97 H1 FH

20-30 5] 7 a7 | 3x2=6

7. Y@l o "11eI9 9 o7 Irefl dehieh I RIT had @ 2

8. UH.UH. aHd hY HEd & ?
9.  Hfthed ¥ Y 1 GHIAA & ?

10. 93E HiH-H fearza g 2

11. fIame™ o 69 T dTel J&I YR Sl 71 hed & ?
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[AHfcTfaa aier 3991 7 @ 381 a7 3991 & 3T 20-30 Fieel H o / 3x2=6

12. ofaf # faRew -
ST, ST, HAIN
13. fFmfafaa wegi =1 5= smyfarfy # fafaw .
et T, IR WRW, WeR, TSHEWl

14. 3YE i ITEWT o TIE HINT |
15. YAy H ST sl 319 §dTd gU, 3G gt T8 HIfT |
16. Tg=d tmerfeafd & T@nedi st e w1 o= = 2
HEleTRET @i 1 7 & 1381 g1 3971 & I 3050 351 7 F1T | 2x3=6
17. 3 %A g foh, AMAR &, ST AMLY, qrerRImen sl ARty 7 fafau |
18. THfaRad gl i Iy # fafaw

(i)  |vmafd Teiey 3 |t i 3fua aww T |

(i) TSI o W R TSI T8l A arfey |

(i) TS BAR JUHE 4 T@reed o fowg § & |
19. SR ydo@ fof@d THT F1-aR AEaeT-at sia-l aneg ?
FHEFlciEa qie 391 § & fa-g] @i 5991 & IR 50-80 F1s5] H 1T | 3Ix4=12
20. HUIR, HAIC, DI, HIcT 6l I ARAY § fAfgw |
21. 3T qAT YT i IRATNG Fd FT IGTET aohl T2 hIT |
22. SHTIHIRIH UH o ohig AN [oig Ay |
23.  HYHd I H fodl Arferiy =1 e we 8 2
24, FIA 5l myfeafuss a9 & fow - fagivand g =nfay 2
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