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Instructions for Candidates 

1. Write your Roll No. on the top immediately on receipt of this question paper. 

2. All the answers should be written only in English. 

3. Section A is compulsory. 

4. Attempt any four questions from Section-B. 

2. ~~~~~~~~ 

3. ~en ~t1 

4. ~<.CJ~~~~~~~I 

SECTION - A (~ en) 

1. Explain any five of the following : 
(5x3) 

(i) What are General Contractions ? How are these formed ? Write outlines 

of-

(a) perform (b) practical (c) university 

PT.O. 
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(ii) Differentiate between General and Special Contractions ? Write outlines of 

the following contractions and classify these as General Contractions or 

Special Contractions : 

(a) advantageous 

(e) unusual 

(b) distinguished (c) unprincipled (d) respected 

(f) arbitration (g) inefficient. 

(iii) How are monetary units and round figures represented in shorthand ? How 

will you write (a) 3 hundred dollars (b) Rupees four thousand (c) 5 hundred 

crores in shorthand ? 

(iv) Write the outlines and state which Essential vowel is used to distinguish 

between the light-alight, auditor-daughter, motion-emotion and lot-alot. 

(v) What is meant by Intersection of strokes? How will you represent 'bank', 

'government' and 'authority'? Give at least two examples. 

(vi) How Halving principles is used in Advanced Phrases ? Give at least Two 

suitable examples to represent these. 

(vii) How the Omissions of consonants and logograms formed in Advance 

Phraseography ? Give at least two suitable examples. 

(viii) Write any five Intersections in Shorthand made by using Consonant 'D'. 

((q)~ 

(s.) 3RmlRUT 

(iii) ~ ~ 3fk ~ mr3H <fi 3u~fi;tftl ~ ~ ~ M ~ t ? 3lJq ~ ~ 

~ (cti) ~ 6\l.lR ~ ((q) "'ijR 5\JfR ~ c~) -qrq t11 ~ 1 
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(iv) ~anctil~ 3W~~fct~ ~~w ~~411cllight-alight, 

auditor-daughter, motion-emotion aW lot -alot -ij ~ liffilT t ? 

(v) ~cfi !llfd:c:Jc;'1 ~ 3WPfm~~? ~. ~ aW 3i1~Rc!l Cfif~ 31N~ 
~? ~~ ~~ 3t;l6(01 ~I 

(vi) "3"'ffi CIICfl4i:tl -ij 3lTUT ~ cfi" ~ CfiT ~ ~ ~ \iJffiT t ? ~ ~ ~ ~ 3qg)Cfd 

3t;l6(01 W ~~~I 

(vii) ~ Sh~~iltthl -ij ~ aW ~ ~ cfi "ffiq ~ GFffi ~ ? ~ ~ ~ ~ 3q1Cfd 

3416(01 ~I 

SECTION- B (~ «t) 

2. Write the following contractions/special contractions in shorthand: (1 X 15) 

(i) your last letter 

(ii) drastic 

(iii) endanger 

(iv) dangerous 

(v) emergency 

(vi) contingency 

(vii) objectionable 

(viii) advertisement 

(ix) satisfactory 

(x) metropolitan 

PT.O. 
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(xi) yesterday 

(xii) sensibility 

(xiii) whereinsoever 

(xiv) university 

(xv) whensoever 

4 

3. Write outlines of the following advanced phrases in shorthand : 

Pl+91~~d "3"ffi qtif4i:in· ctt ~3U CfiT 311:y~ftl ~ ~ : 

(i) Monday evening 

(ii) Again and again 

(iii) By some means 

(iv) Peculiar circumstances 

(v) Wednesday next 

(vi) From time to time 

(vii) By some other means 

(viii) My dear madam 

(ix) Which will be taken into consideration 

(x) On the contrary 

(xi) In relation to 

(xii) From first to last 

(xiii) Notwithstanding the fact 

(xiv) In respect of 

(xv) In the first place 

(lx15) 
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4. Write the outlines of the following Intersection of strokes and Business phrases 

in shorthand : (1 x 15) 

(i) Political party 

(ii) Professor of music 

(iii) Bank rate 

(iv) Education bill 

(v) Early attention 

(vi) Government department 

(vii) Journal of commerce 

(viii) British government 

(ix) National bank 

(x) Faithfully yours 

(xi) 5 percent per annum 

(xii) I am in receipt of your favour 

(xiii) At your earliest convenience 

(xiv) Board of directors 

(xv) I am directed to inform you 

5. Write the outlines of the following by inserting essential vowels, representing 

monetary units and using Special list of words in shorthand : (I x 15) 

PT.O. 
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(i) Auditor - daughter 

(ii) Emotion - motion 

(iii) Review- Endanger 

(iv) Valuable - voluble 

(v) Extract - extricate 

(vi) Radical- radically 

(vii) Deceased 

(viii) Accorded 

(ix) Furthermore 

(x) 4 hundred thousand 

(xi) 5 million pounds 

(xii) 2 million rupees 

(xiii) 3 hundred dollars 

(xiv) Rupees four thousand 

(xv) 5 hundred crores 

6. Write the following paragraph in shorthand. Only essential vowel signs need be 

shown. (15) 

For-the-first-time in-the history of-the company, said-the speaker, we-have to­

report an adverse balance. In-the-first-instance, we-have-had a serious strike at­

the works, but-you-will-be-glad-to-know-that all disputes have-been amicable 

settled. In-the-next-place, we-have-had some very heavy law expenses with­

reference to our existing patents, and-with-reference-to-which a statement appears 

in-the report. In-the-last-place, our annual turnover has-not-been up to 

expectations, though, by -the-way, it slightly exceeds-the figures of-last-year. 

You-will-be-glad-to-hear that our new manager has introduced several excellent 

reforms which-will bear fruit in-the-near-future. 
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~~comfct~cfi~~~GIR~~~qitftlni~ (~~)i1 

~ G(ffi "ll6 ~ fct 5liR Cflj((qlot ~ ~~sf ~ ~ ~ "ll6 ~ !11~"'1dl ~ 

~~ ~ PJ:;iffq'iol lilT~~~ t ,.~ G(ffi "ll6 ~ ~~ ~ 'lRt fclfuctl'~ 

~~t7jfl-~sliR~1fRTcfim~•~~~~~~cfim~ . "' 

~! I ~ Giffi "ll6 i fct ~ ~ ~ ~ 3fmT cfi ~ ;nff sf! <mfq "ll6 ~ 

Cflf cfi ~ ~ ~ ~ i I ~ "ll6 ~ !ll~"'idl miff fct 5liR ~ ~ ~ .. 
~ wnU CfiT !llfdl~d fcfilrr i 7jfl-~ ~ ~ ~ ~ I 

7. Transcribe (write in English) the following paragraph : {15) 

(400) 
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