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2408/MdJ
F-19/2051
TYPEWRITING AND SHORTHAND-II
Paper—207
Semester—II
Time Allowed : 3 Hours] [Maximum Marks : 60

Note : The candidates are required to attempt two
questions each from Sections A and B carrying
9 marks each and the entire Section C
consisting of 8 short answer type questions

carrying 3 marks each.
SECTION—A

1. Define ‘Syllabification’. Explain the rules of word
breaking at the end of line. 9
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2. (a) What do you understand by Tabulation ?
(b) How to type the heading in the centre ? 9

3. What do you mean by Storage device ? Explain

different types of Storage device with examples. 9
4. (a) Explain difference between Online and Batch
processing.
(b) What is Software ? Classify the different types
or Software. 9
SECTION—B
5. (a) Define Phraseography. What is its significance
in shorthand ?

(b) Write the following phrase in shorthand with
which, if he may, as well as, I think you will

what do you, you should be. 9

6. (a) Define Grammalogues and Logogram.

(b) What are the punctuation marks in
Shorthand ? Why a different sign for full stop
(.) is used. 9
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9.

(a)

(b)

(a)

(b)

(c)

1)

Explain the use of the small and large hoops.
Where these cannot be employed ? Give three

examples ?

How the Hook ‘Shown’ is written to curves to
straight strokes with retail attachment ? Give

three examples. 9
What are the General Rules for writing the
strokes ‘S’ or 2 ?

What is the motion of the ‘R’ and ‘N’ Hooks
when added initially to simple straight strokes ?

Give four examples.

Write the following words Grammalogues and

Phrases in shorthand :

Joyous, sewer, subjection, justification, which

have, in this city. 9

SECTION—C

Attempt any 8 questions of the following : 8x3=24

What are the exceptions for employing the
ST and ‘STR’ loops ? Give three examples.
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(i1)

(iii)

(iv)
v)
(vi)
(vii)

(viii)

(ix)
(x)

What words ‘N’ and ‘F’-v Hooks represent in
Phraseography ?

Explain the direction ‘FL’ and ‘VL’ curves.

Give three examples.

How many hooks are there on shorthand ?
‘SW’ circle.

What do you understand by Pagination ?
In how many style a letter can be typed ?

Write the followings figures in ROMAN

figures :
(a) 17 (b) 25 (c) 54
Explain Booting process of a Computer.

Write the name of any three output

devices.
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PUNJABI VERSION

: 39T A W3 B I9d feu’ 8-8 YAs a9 »i3 99
yAs € 9 »id I51 F91 C A9 &gl fer feg
8 AAYy €39 T8 yms &wAH I5 w3 IIA
YRS € 3 mid Is|

gTa—A

frdaeifeams &t Yo fod| sls € wis feg
Age I3 ¢ foud g9 gIvT 9| 9

(a) ?g’@ﬂ'ﬁ (Tabulation) g9 3IAT ot A=E I?
(b) IfSAT § HU (Centre) fod' fas" zretu dfizr
Aer J? 9

ACIH fsedtm 3° 393" &t @ I? ASIH

fseretrn it Sy-Iy faant Qerggst Afaz
gRI 9
(a) W5 BEls M3 89 YAfAar &9 nizg <RI
(b) ATEESMT ot I? ARSI i TY-Ty

farHt <t <R1 9
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(a)

(b)

(a)

(b)

(a)

(b)

g7dI—B

TR © yisTr fe€| Aeeds feu fem <t
at HI33T I?

J5 fsd TR Aacds v fau:

with which, if he may, as well as, I think you
will what do you, you should be. 9

Grammalogues w3 Logogram o fenrfunr

-

ddl

A9eds € faud femaH fdg T&? Full
Stop (.) B fea sugt fdg fa@ =afznr A
37 9

8¢ M3 T3 BU & T93° ¥9 femmw Afos
fed| fegt &t =93’ fa@ &dt d&h f35
Gugas febl

Initial attachment &% diBEag w3 AU

Strakes % Shun hook fae fa&ftmit Afar I
f3s Geggx febl 9
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8. (a) ASYA ‘S’ A Z feus € Au9s fouH &t 952
(b) R»3 N g <t &t a5t It J 7w fes' @
He fed' Augs fAUMT Juet &% Af3nr
A 3?7 g9 Guggs febl
(c) d2 feftr maei Grammalogues M3 TEHT
§ A9cds feu fou:
Joyous, sewer, subjection, justification, which
have, in this city. 9
FTI—C
9. J5 fed feg' It Eight (8) YAS &9: 8x3=24
@ ST »3 STR Y T YWdl 37 J96 €
fooH I5°2
(i) TawE fé&g N W3 F-V da faaz mger
& ySifeusr age 57
(iii) ‘FL’ M3 VL curves @i femer o eds
a9l
(iv) AIeds fu fash dar I5?
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(v) ‘AT RIS

(vi) Pagination 9 3IAT &t A=e I?

(vi) e U39 § fdo ya9 & ey &
AaE 37

(vii) I5 fod niafanit 3§ Ivs wiafaut S5
fou:
(a) 17 (b) 25 (c) 54

(ix) dfuBes <t gfdar YR 9 <RI

x) mBz yz fsedin € aet S5 o fou

2408/MdJ/1202/W 8



