
Instructions to candidates appearing for CBT examination: 

 For TEL, TEJ, TEH the candidates has to type two papers ie., Paper-I and Paper-II. Paper-I is 

speed with 25 WPM, 30 WPM, 45 WPM respectively. No need to type any instructions.  

 For Paper-II  the following are the questions  

Grade No. Of 

Questions 

Type of questions Marks 

TEJ-25WPM 2 

1. Circular or notice 50 

2. Statement (should be typed by using insert table 

option) 
50 

TEL-30WPM 3 

1. Statement/Invoice/Debitnote/Creditnote/Account 

Sales (1+6 Lines-5colums-3column digit) 

(should be typed by using insert table option) 

25 

2. Professional Letter/Business Letter /Application  35 

3. Government Order/Memorandum 40 

TEH-45WPM 3 

1. Official letter/Business letter 20 

2. Balance Sheet/Receipts and Payments 

Account/Income and Expenditure 

Account/Trading and Profit and Loss Account 

(should be typed by using insert table option)  

40 

3. Government Memo/G.O/Notification/Judgment 40 

 

 For TEHS only Paper-I @ 60 WPM 

Instructions to be followed by the candidate while attending the CBT examination for English 

Typewriting: 

1. Candidate should type only the answer and no need to type any of the instructions given in their 

question paper  i.e,. question number and marks etc. 

2. Candidates are instructed to type the statements in tabular form ie., by creating a table, but not in 

text form. ( by inserting table) 

3. The candidates are instructed to type Business letter/G.O. by noting the following points: 

a) Letter No. should be typed as - Lr. No. 

b) Dated as complete  - Dated 

c) Dear sir ,'S' is capital 



d) After subject/reference type @symbols 3 times and center.  Ex: @@@ 

e) Do not type continued/contd., after any question. 

f) Comma's are compulsory for figures eventhough commas are not given in the question 

paper. (Ex. 50000 is to be typed as 50,000). Paisa need not to be typed if it is not mentioned 

in the question paper.   

g) In question G.O/Memo Heading should be typed in capital letters and centre and in the 

abstract subject matter initial two words should be in capital letters  

h) No spaces should be given while typing. Ex: G.O.Ms.No.  

i) In To Address Name of the city should be in capital letters (EX:  HYDERABAD, 

NELLORE, BANGALORE) 

j) Spellings should be typed correctly.  

k) Abbreviations should be amplified (in full form) (Ex: GOVT. Should be amplified as 

Government, Pvt Ltd., as Private Limited) 

l) Date 01-10-2021 is to be amplified as 01st October, 2021 when it was on the opposite of Lr. 

No. and G.O.Ms. No. and dated need not to be amplified when it is written in the reference. 

  



4. The following are the examples/formats for easy understanding to the candidates.  

 

 

  



 

  





  



 

  



  



  



  



 

  



 

 


