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Days are not of equal value in one’s life. Some bring happiness while others bring sadness. Sadness and happiness both are equally important to man’s life, since they are the two sides of a coin. As we cannot forget the happiest day, we are unable to forget the saddest day of our life too. The saddest day of my life was the Diwali Day. Diwali is considered to be a happy festival and till last Diwali, it was my favorite festival. On last Diwali, my sister, my brother and I were busy lighting the fireworks. I was holding a ‘fuljhari’ in my hand and unfortunately my younger brother, who was standing just beside me, had a cracker in his hand. This cracker caught fire and a very loud explosion was heard which shook my sister and me. After that, we all could think of nothing else than blood stained cotton, bandage, Dettol, etc. My cousin took my brother to the doctor where he got 14 stitches in his forefinger and thumb. 

Studying is the main source of knowledge. Books are indeed never failing friends of man. For a mature mind, reading is the greatest source of pleasure and solace to distressed minds. The study of good books ennobles us and broadens our outlook. Therefore, the habit of reading should be cultivated.
OR

What is meant by “Touch typing increases the accuracy 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 ward has been shortlisted for final round for admission in our school. You are requested to report for the interview on 15 October 2017, at the following address:

Dilli Chirag International School
Patel Nagar
New Delhi

You may kindly meet Mr. Prashant Sahni at the venue.

Thanking you,

Yours sincerely, 

Ms Charu Wadhwa
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 -

               Print a brochure with a border around the document. 

        10 marks

