BOARD OF TECHNICAL EDUCATION
PORVORIM-GOA
May/June, 2009 Examinations

Programme:  MODERN OFFICE PRACTICE

Course/Subject:  paSIC STENOGRAPHY-I (2603)

Time Duration: 3Hrs. . Max. Marks: 1S5

INSTRUCTIONS: l..Q.Nool;\fg—ES*pulsory. Answer any 5 from the remaining
2.Figures to the right indicate full marks. Yos 3 t~ 8.
3.Assume suitable additional data if required.

Q.No.1l.a) Transcribe into correct shorthand the following (any four)i-
(08)
1) Retail trade is the sale of goods in small quantities.
2) l;,iling of recods is t~ make infrrmati-n readily available.
3) Muster on® thing at atime and you are sure to win.
4) Daily exercise are needed to keep a person in good frrm.
5) Encourage the young to respect their elders.

Q.No.1.b) Give reascns foMwthe followingi- (any four) (he)
1) Strnke S is used in Science,
2) ST lnop s& net used in Rusty.
3) “ownward L is used in Alike.
4) Upyard R ig used in Vigipor.
5) Stoke F ig usec in Coffen.
QeNo.2a) ¥ill in the blanks (any four)t-  (pa)
1) After D, Stroke Sh is written
2) There are no Plac= diphtongs.

3) sHL is »lwavs writtem __________
4) H 51f - sized H when not joined to another str-ke must be
written __

5) After F/V, gtroke L ig written downward when by a
vowel,
QeNo.2.b) The small circle is an abbreviation for 8/2, Exolain

with examplesge. (os)

QeNo.343) uive differentiating outlines for the following any fours- (4)
1) Cogt =- Cauged 2} Seek -~ Sgeker.
2) Daughter == Doubter 4) Dike -- Alike.
5) Bride =-- Bright 6) full -- Fully.
Q.Mo.3.b) Explain vowsls and their classi“i-ation with suitable
examplaosg.,. (0 6)

LeY0.4.5) Give standard outlines for the following any 4 *- oa)
1) Minirmm  2) Prepare  3) Exchangve
4) Irreguler 5) Preliminary 6) advetisment.

Q.No.4.b) Explain what is Halving Principle and how it is used in
shorthand. (os)
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Write stand phrases for the following any 4 3= (4)

1) By 411 means 2) In our view.

3) Discuss the matter 4) As 5 matter of fact.

5) Dear Sir 6) I hope you are.

What are Prefixes? Explain briefly the different prefixes
with examples. (06)

Give shorthand outlines for the following any 4:- 4)

1) Opinion 2) Oyner 3) Most.

4) Delivery 5) Remember 6) Justification.

What is a medigl. semi-circle? Explain its use with suitable
examples. (o6)

Explain the difference between the two forms of R with
examples. (n5)
Ex~lain the difference between tha two loops ST and STR., (p5)

What is ap Aspirate? Explain the use of the different forms

of H. (05)
Yrite short note on any one -
1) Consonauts 2) Doubling principle

3) Shun Hook. (0s)
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