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A student should never confine himself to his schoolbooks only. He should not miss the pleasure locked in the classics, poetry, drama, history, philosophy etc. We can derive benefit from other’s experiences with the help of books. The various sufferings, endurance and joy described in books enable us to have a closer look at human life. They also inspire us to face the hardships of life courageously. Nowadays there are innumerable books and time is scarce. So we should read only the best and the greatest among them. With the help of books we shall be able to make our thinking mature and our life more meaningful and worthwhile.

Recently, an exhibition ‘Building A New India’ was held in the capital. It was organized by the Ministry of Information and Broadcasting, Government of India. The exhibition was set up in the Triveni Kala Sangam. The chief exhibits were photographs, novels, some sculptures by Indian modern artists presenting Indian cultural inheritance. First of all, I visited the general section of the exhibition where different charts and photographs depicting India’s development in various fields were set. Most impressive photographs among these were those showing India’s nuclear development.
OR

What is meant by “Touch typing is than normal typing in many ways “. 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 20 November 2017, at the following address:

Parag Dairy & Bros
Nand Nagri
New Delhi

You may kindly meet Mr. Sumita Nagar at the venue.

Thanking you,

Yours sincerely, 

Ms Priti Mitra
HR Mananger. 

Assume that the organization is holding interviews for various posts. 
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 sign outlining rules for library, using a numbered list. 

10 marks

