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20 Marks
A paragraph is a group of words put together to form a group that is usually longer than a sentence. Paragraphs are often made up of many sentences. They are usually between four to eight sentences. Paragraphs can begin with an indentation (about five spaces), or by missing a line out, and then starting again; this makes telling when one paragraph ends and another begins easier.

In most organized forms of writing, such as essays, paragraphs contain a topic sentence . This topic sentence of the paragraph tells the reader what the paragraph will be about. Essays usually have multiple paragraphs that make claims to support a thesis statement, which is the central idea of the essay.
Paragraphs are important to essays, papers, columns, whatever you are writing. Paragraphs help separate ideas and let the audience know when you change partial topics. Each paragraph has maybe an average of 3 - 7 sentences, depending on the topic and how much information is required.
OR

What is meant by “Touch typing increases the speed many times more than normal typing “. Explain. Also discuss various rows in touch typing method and position of fingers.


2. Consider the following letter:

To,

________________

________________

________________

Dear Mr/Ms ________

Your CV has been shortlisted for final round of appointment for the post of ________. You are requested to report for an interview on 10 November 2017, at the following address:

Naini Bhoomi Associates
Karol Bagh
New Delhi

You may kindly meet Mr. Trishant Arora at the venue.

Thanking you,

Yours sincerely, 

Ms Karuna Shree
HR Mananger. 

Write the steps point wise mentioning the various options and inputs required to use mail-merge in Word.







10 Marks

3. Use Word on your computer or mobile to -

   Compose a note for college event, including a list of instructions. 

10 marks

