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M-180
Steno-typing (ENGLISH)
Time : 3 Hours Maximum Marks : 100
Instructions :
(i) The paper has two Sections * Section ‘A’ and Section ‘B’
distinct from each other,
(i) All questions are compulsory.

(i) Section ‘A’ relating to Shorthand is not to be given to the
examinees till the end of the examination.

(iv) Section ‘B’ relating to Typewriting is to be given to the
examinees after 15 minutes of the Examination Bell, when
the Shorthand dictation is over.

(v) Question Nos. 1 and 2 of Section ‘A’ are to be first read in
speech before the examinees without allowing them to
note anything and dictated at a uniform speed of 80 words
per minute. Simple reading may take 7Yz _minutes at the
speed of 80 words per minute.

(vi) Question Nos. 3, 4 and 5 of Section ‘B’ are to be typed out
by the examinees in one hour only.

(vii) The oblique signs in the passage denote the number of
words which need not be dictated.

(vili) All punctuation marks, brackets and paragraphs are to
be dictated,
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(ix) Shorthand notebook should be atiached to the
transcription sheet or Answer-book.

(x) Marks are indicated against each guestion.

Section- A
(English Shorthand)

Time : 2 Hours Maximum Marks : 50

1. Please dictate the following passage at a uniform speed of 80
words per minute for transcription by the examinees : 35

Contracts are made in many different types of transactions. In
addition to sales, loan of money and sale of real / property involve
contracts. Some contracts apply to the services of persons or =
businesses. There are hundreds of laws concerning sales. / Many _
of them are included in a book-like document that has been adopted
in large part nearly every where in / the United States. The general
laws covering contracts are also numerous and complex. However.
one principle that applies to young // people is quite simple : If you 1 min.
are an infant or minor under the age of majority, you may disallow
any / contract that you make. To be able to do this means that you
are not legally required to fulfill your / contracts. This rule is designed
to protect young people from unwise agreements that they might
make due to their lack / of experience or because other people try
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to cheat them. In this case, you could simply return the goods and
ask // for your money back. If your friend refused, you would have 2 min.
the right to sue him for the return / of the money. On the other
hand, if your friend was also a minor, he would have the same
right/ to disallow. He might demand that you return the cart because
he decided that Rs. 100 was not a / good price after all or because
he changed his mind about selling it. A minor may disallow the
contract for // any reason, or for no reason at all. And he may do 3 min.
so even if he lied about his age / in making the contract. However,
he must do so within a reasonable amount of time. Of course,
young people fulfill their / contracts, just like adults do, because
they wish to keep their promises and develop a reputation for
doing so. The / law does not prohibit minors from entering into
most kinds of contracts. While they are free to disallow them
as // well, there are a few exceptions. In most areas, minors may 4 min.
be required to fulfill contracts for things furnished them / by others
who expect payment. Usually, these things are items of food,
shelter. or clothing such as a winter coat. / At some time, you
might consider a car to be necessary, but transportation does not
fitinto this category. ltems / that are related to your education may
or may not be necessary. The age of majority differs from state to
state. // 5 min.
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Please dictate the following business letter at a uniform speed of
80 words per minute for transcription by the examinees - 15

M/S HASAN & CO..
BHOPAL (M.P)
Dear Sirs,

| beg to inform youthatiormany yvears | have been establisheq
/ here, and have a thorough Knowledge of the class of goods in

acquainted with most of the PErsons in the locality who would be
likely to becomea Customers, and / can also furnish you with tha
highest references io My respectability and business qualifications,

ltis also possible that I/ may be able to bujjt Up a trade for you 1 min
in the neighbouring towns and villages, as | am confident/ there je
@ good opening for your class of goods and around this district. At
any rate | feel / sure that | should be able tg do You justice, and
Waould attend to your interests in such a manner / as would give
YOu no cause to regret having placed them in my hands,

Should you entertain my Proposals, I/ should be most pleased 2 min
o wait upon yeu personally at your convenience, when | could |
give you any further particulars / you may desire io know, or jf |
more convenient, | would make arrangements by letter. Awaiting |
your reply. '

Your faithfully // 21 min |
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Section-B
(English Typing)
Time : 1 Hour Maximum Marks : 50

3. Type out the following passage : 25

This fall of the Indian rupees is the most prominent of the
warning signs which are being flashed at the Government and at
the Indian people. This is the market's judgement of the accord
and of the result that it has achieved for India. The other major
warning signs lie in the continuing problems that the Government
faces. Of course, they are not just problems the Govarnment
faces; they are problem that we as Indians face. of 2 massive
balance of payment deficit. If we go on buying more and more
without being able to sell enough te match it, we have a very
significant problem. There is no sign of any solution to that major
balance of payments deficit which is dogging the implementation
of the accord. Another judgement has been made on the accord.
It has been made by our balance of payments figures and it is a
very black mark indead.

The third really major warning sign that we face. — and this will
impact on many individual Indians. impact on many businesses
and ultimately impact on employment is the record high interest
rates which the accord has delivered and which it will continue to
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deliver. That is another judgement on the accord and the results
that it has brought for India. There can be no argument that these
problems promise to impact severely on the Indian economy and
of the Indian people. Naturally the Government has tried to focus
the economic debate on the areas of impravement in the economy.
The opposition has consistently welcomed the areas of positive
policy development that it recognises in the Government and it
has consistently welcomed in improvements in the economic
statistics. Let me mention some of those areas of improvement
but before doing so let me say that it is consistently so that the
areas of improvement are grossly overstated by most of the
Government Spokesmen ... Again | refer to the term used by the
Indian Financial Review that we have an air of forced optimism in
what the Government is putting forward. It is true that there has
been a lift in employment and reduction in inflation, although it is
again rising. We welcome the reduction. It is true that there has
been economic growth. We welcome that again. Any changes for
the better will be welcomed by the opposition.

This debate, which is limited in time is not one where we can
debate in detail what are all of the causes of any improvements

which have occurred.
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4. Type the following Business letter - 10
Dear Sir,

We have to acknowledge receipt of your letter of 10th March
2006 and to inform you that Wilson Co. advises us that their s.s.
‘Erin’is due to arrive on Tuesday next. There is on board for us a
large consignment of bacon, eggs, and butter, so that we shall be
able to send on your supply on Wednesday.

We regret that we have been unable to send you any cheese
before, but we now have a large supply on hand, and shall be
obliged with any order. We need hardly assure you that any such
order will receive our best attention. With regard to your claim for
a refund of Rs. 100/- being amount debited you for a case of
damaged eggs sent you on the 16th of last month, we nope soon
to effect a settlement.

We enclose your account for the quarter ending on 31st March.
You will observe that the amount of Rs. 30/- is included. This
amount (Cartage fees) was omitted from the last quarter's account.
We shall be obliged if you can make it convenient to send us an
early Cheque, as we are making up the accounts for the year.

We are sending you by goods today four cases of tinted fruits.
which we hope you will receive in good condition. The price of
tinned fruits having risen, the amount debited you is a little mare
than that quoted yesterday.

Thanking you

Yours sincerely,
ABC
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5. Type the following tabular statements :

DORMAN SMYTH INC.

Weekly Sale Chart
Week Shampoo Toothpaste | Soap
Days
Monday 130 205 135
Tuesday 143 183 140
Wednesday 94 162 95
Thursday 81 121 110
Friday 72 77 151
Saturday 20 54 65
Sunday 80 56 70
Total 620 848 766
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Steno-typing (HINDI)
Time : 3 Hours Maximum Marks : 100
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(fest zrEmEiem)

Time : 1 Hour Maximum Marks : 50
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