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SIf8Id HF—2026—27
(23) ss—omgfild Td Saor
(cpetr—11)
TSI B SUAAT——
YA Td SHUT YU BT ALIT PR & SURI BIF [+ YHR & JISHTR YT PR Fhell o—
(1) 999 ISHTR——3MfAfie, <HYl, Afeda dfem, Mo |fd, Efad d8he, FHdd
forfies gd <o, gero o w0, Jo S0 W0 (T U TRBN, g AXBRI Td AR FeI=i

#) 1
(2) FRISTR——(31) ATEERe FIF (SHUT Td SMgferv), (o) = Hwemd (Shvr ud
TEfeIfIdHROT T BTN HTY) |

IgRT—

1——BTA BT P T H YT Td SHUT & Heed BT S BRI |

2——BMEl H YA o, U8 Ud WU B DI AT BT [dH™T BT |

3——BTAl H THU B BT AT B [AHNT PRAT, IRV AvI—a%] 45 diferd], =1 yeR &
A H YYFd JUF SR Urey ufaferld vd ursae, ersfi onf |

4——BTA H T gd 1R ATl BT [dbrd AT |

5—BTEl H SHU DI 40 W= U M vd gl @1 120 e ufaq fAe &1 fq &1 e
PRAT |

6——BTAl Bl IAMYFH HIATAT ATTANIS FIT34 Ud fAfder Torr et o1 saare SR |
7—BHEl B R IR T A & ol TIR BT |

qIeIHI—
qurie Shs|lica

() AgTivam—

YIH YIT—YF—deRardr aofl oar ImeE——I 60 20
fgda ye—va—agrarar aon e —II 60 20
T URA—UF— IS U4 BRI |16 60 300 20 100
g Ul e S 3 60 20
Jepar B

TOH  gei-UA——3MYfer ud <dur f2el A 60 20
IS

(@) TARTHG— 400 200

Tg——RIeRAl B gd e gea—u= § ~gAdH Svlid 20 T IRT H 33 UhIe e Ud
TR RIET 50 Ufaerd Scivlie ueT maedd 2 |

Y U9
(F€ramar e oaErme——I)
JTfHTH——60 3D
FATH——20 b
1—Rgih RIGFI——IIT AT TGN, GIE”T Il YoTTell &1 Rigr= | 10
2——URMEH <@l & G dell Wd—d8], Sd—dedl § @dFl & 3, deue 3R
BT, FfSAT Td IADT IR | 10
3——RBs—JKIH—AD Tl o, d TR fqaror | 10
4—ffra fauz el Sgifas vd engeilRe S9 qer doqrl o | 10
5——3ff~d® WAl Bl AR AT, FHRSERN Afed AMUR TG ATH—8IH e aeir
e faest IR &RAT| 20
fea yg—u=
(@@ qen erarereE—II)
JTfHTH—60 3D
FATH—20 3fb
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1— IR AURS A3l & WA—UTRT T YA @, AE—g @, Ifvad @ | 20

2—— BN URMTT—2TRIT & &1 fafi=r ugfat | 20
33— (UTaE) 3R BIY | 10
4——TSINTd AT AT AS | 10
yeT-F
(@aa¥ie Ud Hrfad o)
JNfIBHTH—60 b
GATH——20 b
1—— TS FTST——37ef, G4, HEd | 10
2——ANIS AMGT & UHU——Vdbel Jaard, AISER], HTed AYad Thel, He]
fo HE’»CbN“I HUSIY, ‘chi\ﬂlr'\'lcb SUhH | 20
3——PRITT HIGT——3f, W Ud B, Uh 38 WTed & He@yyl dcd, Uh
BRI & W©IF & g9 & & dcd, RIS & [T | 10
4—FTITAT HRI——FAMY, RG0S Ud @I BIgd, TgpHHvD], == vd fama
Boll /PR I FrfRra G mRear ora | 20
S RARE
(@ T <aor (fa=<)
JNMIHTA——60 DB
FATH—20 3fb

1—(®)—amgfafy &1 YgFe Aea——RAf= yeR @1 syfarfidl o = yome,
TUST YT, 59 UoTell, fUeHHT gome! o< | 10

(@)——TFr=a vd dahd, Qo Td SHBT FAA——0@R U4 Fod R, WRI & Q0 |
2—(@®)—"q" @ & A, i @i w1 AN T, I, q B YN | |, W, S

o’ g &1 W | qr, T, R, A D o sl BT UnT | 10
@— |, W', " IR IR TG A, W, WD A9 |
3—(®)——73reg foeg, Fdam™, o1, 9o+, 9, %@, o, X BT WA | 10

(@)——"a" AR T B FW AR 7 form a7 e |
4—(®)——R BT AT B, Be gd Ao, fgeafie, Heafed A= (@IS $1 smen
PRAL, DT IR AT BRAL, g9 T, I[ DI YA | TP, oR, W & 35S |) 10
(@), SUaT, AfYy, e, favm enfe &1 dahd |
5—(ch)—avlieRi BT PIe T T TR, JC TR AT 1 H bR 12 Tb Al ol Al 10
(F)——amERe W Hdhd, g @ P Udield Ul dAT Uh T 9 B Sealnd
fafe= <aa |
6—(a)——fafer=T wvenail # ygad &I arel e YeETae, awwRity, aed Td TR | 10
(@) ——anfde Td AEATS, BV, IR, JADIV], TUed, b faufdr, I,
Sh—dR Ud HAR |

e~ ®ae Vgifad T & Y8 ST | e8Y HLF BT AN SHad YANTHS TR # €1 fhar SR |

U0
IS 2US TIZY (31sh)
B TH——60 P
GATH——20 b

Unit 1--The Consonants:--The vowels, Intervening vowels and position,

nn

Gramalogues, Punetuation, Alternative signs for "i" and "h" Dipthoungs,
abbreviated "w" and Phraseography including tick; the. 10

Unit 2--Representing 'S' and "Z" with crce and sroks, large circles Saw and

wacrosis' Iops '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. 10
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Unit 3--The a spirate upward and downward 'r' 'T' and 'sh' Compound
Consonats vowel Indication. 10
Unit 4--The Halving Principal the doubling principal, Dipthenine or two

vowel signs medial semi circle Prefixces, Suffixes and Terminations, negative
words. 10
Unit 5—Note—taking, Transiation etc. shorthand in practice. 10
Note—Trans reption in long hand on the typewriter also.
Unit 6—Contractions, Special contractios, Figures, Proper names etc.

Essentialvowels intersections Advanced phraseography. 10
Ae— daa Agifas yed 8 g8 IR | TRY 9 &1 TN Sdd FANTeS e § € fhar SR |
UTH Je-u
amgferfd ga ST (fR=<)
HfereheH 3fb——60
gATH 3Hh——20
ShIE—1 20

@) IMYMH YT H THUT P H8cd, TS A UP o IF & U § <HU P AEANIS T
T JANT, ARIfdened | 999 & ford Saor &1 #ewm, fafi= geR &1 23y 79iF, 811 | ol arall
TIY WgeR, fASTell &1 23U Wger, golagive <3y WEeX U4 s UNNR | <IsU T & UeR, et
YUTTell Ud g YOTTell, §1a JUI—aIY |

(@) TIZY BRA T AU B FARIT-SHT & d87 & Ifaa Ay w1 799 & v wu &
M dTel &l gof Ud SD TN |

IRETed FEFu——AIT s TR Tgs IR Refls oge |4 I, Reiver, a9 &, Rive
P ATH qAT AR |

THU T H BT T BT HeAl Ud BRTST DI d1ex Hadrer @ fafer |

(1) A U (B—aTS) BT IO A |

3eq, ATRITE, 91 e oY SJesal Bl <hUl b Yd A= bR & Hevdl dI Sbul S
Hddl BT SHU W S A ged H 7o A T |

Fvgaq Ud afafsie weg # SHor A, e Ud naniie eIl |

()WWHWWWW|WWI#W€§#W%%|

SR =g Fgad B drel fafieT avqu——veR, Y9Ee T, e g gare, wiT #
T AT GUR <Y, e vd fOR |

(a)angﬂ:[a%g?maéa—w,asqwﬂﬂﬁmwéaémlﬁaﬂww,ag
AT B |

(®) T B T B T vd ureaw™, esfi wfy ufafidan, wRd vd favg Swor
@ Rare |

() THIT B! AR ATacd——Afdd@ UeeH, AfdTd wU H W<g1, Audar vd el &1 ure |
FRIE—2 20

UA B THI——Ydl, g< Td ARG Rl & | ahs, 9 de vd Rrciigs w9 # |
TY—TA BT SHI——UH U~ & UF qAT Th 4§ &b U= & U3l & chol| fIhhl, dReHrs Ud
FIeeMT—U5 R UdT T8 HRAT| U H Folied U Bl bl | fIBIhl, URehIe Td e eig—ua IR
UdT T8Y HRAT| UF H el Al Bl T[S HAT |
SHRE—3 20

(@) AIfABT SHU——2aT IT &1 A 3AfH XI™T BT dTfeidT & <hoT| e Ud anTd faavon &t

(@) gfed ureul W THU STH——dord, fad, fd Toer, ar anf |
Ale— dadl Agifad ued & g SR | <18y 409 &1 YA dddl YA aem d € fhar S|

Aie— dadl Agifad ued & g SR | <18y 409 &1 YA ddd YA aem d € fhar S |

THUT |

FIFTH PAPER
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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.

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.

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.

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--(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

TATIHG UTGAHH
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IS TIT—

FA——1 A W (7 & AR U9 TR &A1, u—ars & UF FRI—UF ($ICTM), A0,
AU, FH—UF, HI AU, (g UF UEdh! B HI v URT B dlel U5, Tdbla & U, Ffa
g3, Regd—ud, Ted-ud, ol G el U3, AN U3, g aaN uF, ReReN 13, Y 7g
JTIEF—T TR I, Fgfae =1 |
amgrferfd urnfire—

FA——2—agfeilUe ufeeaal, gfad sngfafl ol srear wum yee W foad ol &1 ue,

Ples AlC BT YT |

3——Uf3d 3ferar ufed Temli—ual sanfe &1 Sfd okad |

4——dde, U RereR, I fSaeeq ugfa qon gl Rerew anfe I3 4 4 o |

THUT TARTD

A——(T)—1—HB(ST ¥, YeTarl, el Td HATAT BT Sh |

2——iegl, gl ot di—a1$ (Key Board) # 9 &1, &1 <& |

33— YR & BrIT /93 MYhT R B S & BT Ud 98 U] BT ShUT|

4——1IE BT, Fad T3l U fAf= gPR & fThIel W udl &1 SHoT |

5——dg A&IdH BIcHl & A1 ARPORIT BT SH |

6——3TTHATT U], W] B!, HRIHA! AT BT SHT|

7——ATeH, YTH—UTH I7fe R SHT |

8——YW ST & Irefgal &I GuR |

o——IRAT UG el # AN {6y S arel guAl S-fau=, §i91d, ol &1 By, 9Hee]

wWpfd wiftg =@ anfe ) <HoT |

WINTCHS URE 2g 3 e
1— 200
GG LN 40
GCICHR:| 60
T 60
HRgw vd Rare 40
2— 200
(@) a3 Hrd 00
NEIRECIRICIRCEINE]
IuRerfcr argemad 10
forRad @ 20
gy auf # 5 e ford SR 50
ARad 20

100

(@) M ARl AT HrEIfedl §RT U 2ol & SR R 100 30 |

AC——1——UARTTHG TleT H Il 89 & ol 50 Ufera ofd UT *1aeds ¥ |

22— UG GORT & ol 4 IT 5 HRI—RIA] BT FIF HRAT R AR U SR TR 4 I 5
BTE & Udh FHT UFeTor g vl |

3—TUF AR (S16) | FHfrd A= UeR & B &7 [daide &) BHEl B 89 St
P BRAT & ORI SF ISR | FHfd Jreaaretl d ewaiell & faera g el o1 fSmfor fear o
D | THBT Igad Bl H IIfid Hgii~id A Ud TNHS B DI HRIGY H TR BT 2 |

4—prd BT U Am™e der Wl (TOARR) gRT fRIT SR wRiev S
3TEATIS /T (TRIETIR) T ST @ SR TR fHam SRATT| I8 400 3fd &1 BT |

5——UAU% BT TANTHS BTl BT Yo Gl AT |

6——BTAl ®I BIFAGRT o1 BT YA BT A1 |

7——BTE & B W W YOI §HY 9F &A1 el | S ufafed ferer s a1 e @
JMMITIHAT 8l B |

TRGA JEH—
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P qIh DI TH G BT A YPIeIh 6T A9 Y9 Ul 7 waa?w
1 2 3 4 5 6
HIHN—— 20
1 f2= "aa fofy T UG YAl AJUH PH,  REgdl,  14.00 1989
ERUSIEIS
2 =0 wd  gve T UNIG oRETd  gHadid gd dersd 12.25 1987
Hare
SyaRIAS REwr g IR gfe o FfaRea 8-
(i) vorm gfie e MCQ amenfa)

SEISNERIRECIIE 20 3f®
(10 3% WSS [EHR + 10 3fH JFT )

(i) g gfe < (aoireie uee ameia) I 3~ AT

(iii) g e S (MCQ smerRa)

20 3h
AR A HwE
(iv) Tgef e S (@uiFTed Uee STeITa)

20 3h
feaveR arf~aw AwTE 20 3dH
le— YW JFe SR STIRES R & wid fered &R ® ol Rt | 3919 e udewhd
# aftafera =81 ol SIRiT |
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