Instructions to candidates appearing for CBT examination:

e For TEL, TEJ, TEH the candidates has to type two papers ie., Paper-I and Paper-11. Paper-I is
speed with 25 WPM, 30 WPM, 45 WPM respectively. No need to type any instructions.

e For Paper-Il the following are the questions

Grade No. Of Type of questions Marks
Questions
1. Circular or notice 50
TEJ-25WPM 2 2. Statement (should be typed by using insert table -
option)

1. Statement/Invoice/Debitnote/Creditnote/Account

Sales (1+6 Lines-5colums-3column  digit) | 25

TEL-30WPM 3 (should be typed by using insert table option)
2. Professional Letter/Business Letter /Application 35
3. Government Order/Memorandum 40
1. Official letter/Business letter 20
2. Balance Sheet/Receipts and Payments
TEH.45WPM 3 Account/Income and Expenditure 10

Account/Trading and Profit and Loss Account

(should be typed by using insert table option)

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

e For TEHS only Paper-1 @ 60 WPM

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

Typewriting:

1. Candidates are instructed not to type any instructions in CBT Answer Sheet which were given to
him for guidance.

2. All the students must compulsorily read the instructions provided to him in CBT portal more no. of
times and understand every concept and then only they must go for practicing portal in the CBT
portal.

3. Candidates also need not type Questions nos. (Like Q.1, 2, 3) as the system exhibits the Question
Nos. They have to type the answers directly by seeing the question paper which is shown to them
in a parallel window to them.

4. Candidates are instructed to use all the options that were provided to him like full Straight line (-),
Underline of a word (U) and creation of table by using this below option. You can create no. of rows




10.

11.

12.

and columns as per your requirement and add and delete columns and delete and add rows by given
options.

Use Superscript and Subscript, (with their given symbols), left, middle and right alignments

wherever necessary.

Underscore should be used from key Board.

The candidates are instructed to follow the below rules while typing Business/Government Order:

a) Letter No. should be typed as Lr.No. only. (But not as Letter No.)

b) Dated should be typed in both Letter part and G.O. part in full i.e., Dated 23" September,2021.
(But not as 23-09-2021.) It should be amplified opposite G.O.Ms.No. and also in letter opposite
to Lr.No.

€) In Dear Sir ‘S’ should be typed always with a capital letter.

d) After Subject/Reference in Business Letter and after Read the following in Government Order
@@@ (03 times) without spaces should be typed. If the paper setter has given any other symbols
other than @@ @ then those symbols only must be typed without any space like X-X, &&&
etc.,

e) Commas and full stops are compulsory wherever necessary, even though they are not clearly
written in manuscript that is Question paper.

f) After comma one space, and after full stop two spaces are to be given compulsorily.

g) Don’ttype Continued or Contd., in any answer sheet. This extra word may be shown as a mistake.

h) Commas are compulsory even in figures. Ex: Rs. 50,000/-.

i) In G.0. and Memo heading should always be typed in capital letters.

J) No spaces should be given between G.0.Ms.No.

K) ( By order etc.,) in Government Order has to be amplified as (BY ORDER AND IN THE NAME
OF THE GOVERNOR OF TELANGANA)

[) Spellings should be corrected, and abbreviations should be amplified. Ex: Govt. as Government,
Secy. As Secretary Pvt. Ltd. As Private Limited.

All the formats of all grades were uploaded in the instruction’s portal of CBT for the help of students

appearing for examinations. Hence all candidates are hereby instructed to study the formats many

times before going for final exam. Then only the results may come positively.

Question paper should be read by the candidates once or twice, and then only the candidate will get

an understanding of the format.

In table typing it was observed that the system will evaluate the table as row after row, sentence after

sentence, and line after line. Hence it is clear that if in a row any digital mistake occurs or if it is

jumped the entire row will be shown as a full table mistake.

Back-space is enabled and hence immediate corrections also were made easy in CBT by using the

arrow keys (left, right, top and bottom)

Space Bar and Tab were also enabled from key board.



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

TW ENG HIGHER < KEVIDEU 37 LLmw -

FORMAT OF BUSINESS LETTER
Telephone: 2353715

1 Telefax: 2353698

- MAHENDRA CONSTRUCTION COMPANY
3 127, Gandhinagar,
Vijayawada—SZO 002.

4 Ref. No.MCC/23/2015 pated 6th June, 2015.

5 |M/s. Rahamatlal & Company,
53-8/235, Morrispet,
TENALI-522 000,

6 Dear Sirs,

out minor repairs at your

7 We have great pleasure in carrying
existing premises and we believe you will be satisfied with our
performance.
|
' 8 We understand that you have just acquired the premises No.435

bliged if you would
ut any alterations
suitable for

near Railway Gate and we shall be greatly ©
allow us to submit an estimate for carrying o
which you may find it necessary to make the premises

your business.

work

We have just completed a large contract of this class of
Your

for Sri Ramadas Motors, whose premises are nearer to yours.
orders will receive our prompt and careful attention.
Thanking you,

Yours faithfully,

9
10 for MAHENDRA CONSTRUCTION COMPANY,
11 General Manager.

GUIDE LINES FOR TYPING BUSINESS LETTER

(ﬂTnanwufmnﬂibwunrtunhﬂmm@hlﬂﬂihﬂnmﬁahbMomtGwaunqnuuhn?mukGhodmﬂbknqndq;
MTmcanmnysnmhalmmanbtu. Give two carriage retums (double fine spacing). (3) Type the firn's address on the right
hudﬂhhuu*mdmwhdmnwqudn.GndabblnaﬂnhﬂkndmnuﬁmuJQTw»mnnhumnmnurﬁmwmuumh
, mdahau%Mo«nJ%ndabhN'JﬂTW!TOﬂﬁmuWthﬁmmwnhﬂmbhnqnﬂuiﬁndmbbﬁmahwhukndunnu.
(QTWnnnsdmwuﬂhmhnmmvnuuuﬂunmni%ndwuewwwnTwntwbubdbmhuuh&nhdmhﬁmlunhgDuhbnn
spacing is to be given between paragraphs, Give five spaces al the beginning of every paragraph. (8) Give double line for new paragraph.
@)Typa'vmumw:mumummmwd@m(w)meompummhdlmmmwmmu\o
"Yours faithfully,”. Guﬁmﬂmupm.(ﬂ)TmMnﬂmmwmmwanm




R T AL et

TW ENG HIGHER <> REVISED SYLLABUS <2 ~.
FORMAT OF OFFICIAL LETTEESE '_‘
1 GOVERNMENT - OF ANDHRA 'PRAD .
]8 EDUGATION'DEPARTMENQ '
2 From ][ To
sudarshana Raoy,
3 |c. s. Mohana Rao } Sri P. et
District Educational Officer, { Distticg.Fﬂ??,@f-i?ﬂﬂrpf;}99}'}.__-
NELLORE. } GUNTUR. :
4
5 Tetter. No,RC/235/2015, dated 24-8-2015 3
6 |Sir, L
7 Sub:- §.§.C. Public Examinations = September 2015 - Change of :
Centre - Reqg. f
s Ref:- 1) Application, dated 27-7-2015 of Sri K. Rama Rao.
2) Letter Re.No.236/A5/2015, dated 15-8-2015 of the
Commissioner of Government Examinations, Andhra
Pradesh, Hyderabad.
9 In the reference lst cited, the candidate has stated that he

has paid examination fees for the S.S.C. supplementary exami-
nations to be held in September, 2015 to appear at Kavali antte.
But subsequently his father has peen transferred from Kavali to
Bapatla and therefore he has requested for permission to take the

examination at Bapatla.

n referred to the Commissioner, Govern-—

2. The matter has bee
d orders permitting

ment Examinations, Hyderabad and he has issue
the candidate to appear at Bapatla Centre.

3. I, therefore, send herewith all the details of the

candidate for taking further action in the matter. .
10 Yours. faithfully,
-
11 ~. District Educational Officer.

RO mmgwumhr:gmmm i
(1) Type the name Govemment, Department, City etc. in all capials and center, as shown. ‘From' from the left margin and ‘To'
hhm&d.dm“ﬂndubblm.(S)Tm‘me...'uid'\‘om....‘u(m«)‘l'yplhum:hm“w
underscore and give double line. (5) Type latier number as shown and center. Give double line. (6) Type salutation from left margin. Give
double fine. (7) Type subject leaving 5 spaces from left margin as shown and give double line after last line. (8) Type Referance as shown and
wmnmmmcu(---)mamm.Gmm&n_amm)rmumdwwum'wy
mmnumm_smmmmwm(1o)mwmm"u“mwm”- ree fines. (11) Typ ¥ 3
the name/designation and cente it to "Yours faithfull,". Name shouid be typed in all capitals and designation should be typed with initial =

]

|

V&A



e
FINANCE pe= -
5 pated 2 February, 2014, '
6 G.0.Ms.No.23 pead the following:- ‘
-
8 G.O.HS.N0-104' Finance (PC’I) peparl '
30th May, 2014 T -
3 ORDER:
n of rate of Dearness

he revisio
O herebj,n therct:vernment Order read above to the
pradesh Revised Pay

Allowance sanctione s
+ in
rate Government emp].oyeesf e Casic Pay to 35.95% of Basic Pay

Scales, 2012 from 29.96% ©

10
from lst July, 2014.

to force with effect from

11 come in
ame date.

penefit from S
THE GOVERNOR OF ANDHRA PRADESH)

2. These orders sha
1-7-2014, with monetary

11 (8Y ORDER AND IN THE NAME OF
Per V> 'RAMESH,
principal Secretary to Government.

To

211 Departments of Secretariat.

rhe Accountant-General, Andhra Pradesh, Hyderabad.
(1) Type the of the Govemment in al and g . e
) Type the name caps and center. Give double ine. (2) Type ABSTRACT in A
(3) Type the “Abstract matiec from left margin in single ine g iapenr

Give |
nmhlmﬂm.

fine. (7) Type ‘Read the following* as :
2» and in singe ine, one afier the other. Give double ine afer the last e of the ref

the left margin oo
the center and give double line. (9) Type ORDER: from left margin in all .
mn.(w)'fypuuooyuao.mwnm.m?m‘“m.m"i--
paragraphs onwards. Give double line afier the last fine of last para. (11) By C eioes
mosneomm:aoaosmmmmn. It shouid be typed in brackets, in ful,




J YV Ser = —
B ™ 1"

" Memorandum No.3071/2012, dated 7-6-2012.

4 . Sub:~- Leave Travel Concession Rules = Certain clarifica-
Tions - Issued.

w N

Ref:- G.O. Ms. No.15, Finance (P.C.) Department, dated

17-1-2012.
5 - P
6 The term ‘Propulsion Charge’ used under Rule 10(6) (444) of
, G.0. Ms. No.15, Finance (Pay Commission) Department, dated
s 17-1-2012 include fuel and engine oil and cost of lubricants, but
| does not, however, include cost of repairs, depreciation, driver
wages, etc., when the car is owned by the Government servant.

2. In case of hired car or taxi-car the term will mean only
the hire charges as paid by the Government servant.:

3. All the Departments of Secretariat and Heads of Depart-
ment are requested to keep the above clarification in view while
granting the leave travel concession.

7 R. BHUSHANAM,
8 Deputy Secretary to Govermment.
9 To
10 | All Heads of Departments.
All Departments of Secretariat.

GUIDE LINES FOR TYPING GOVERNMENT MEMORANDUM\

n)nmeuurunacilw(Rwunmuuhaﬂumsaﬁchu:GNedmuaﬁu,chnnlnrlnncln.anulllh al
umsamlurtnn.qudat*:hn.Q)TnnlhnMbmnnnaunNumunasdMnnlnnulillnﬂuuhdhnI.Ghlduiln
fine. (4) Type the subject, reference, elc. as is done in Official Letter and give double line afier the last line of the subject or
reference. (5) Type three (- - -) dashes in the center and give double line. (6) Type the body of Memorandum in single line. Give
Sqnaniunhlm-wndﬂupuaunhdm;Ghndwﬂblllﬂ:ﬂtﬂlﬁdnhqﬁulupltPillltlldndlhl
albalmnniuntﬁpua(%ndabblnaﬂnhﬂpun(nTnnﬂunluuimnduinululhcqliuulcuu-.
asdtnm.Ghashybina(BfnmonncunUndhnuﬂhllllanllllndclilInhnnunnﬁmndlhuulu!unllsnp.
Give double line. (9)Typa'To'lrombﬂmmmgumm.(wnypo%wim'muuﬂm”hs

shown. Give double line.




> FORMAI2 o _

UsS
W ENGHIGHER o REVISEDSYLIAS : BALANCE SHEET

FORMAT OF SINGLE

1 KIRAN INDUSTRIES PRIVATE LIMITED, VIJAYAWADA

2 Balance Sheet as on 31st March, 2015.

3 —

i LIABILITIES ASSETS

. Ra. P. Rs. P.

& | Share capital 10,00,000-00 | Cash in hand 2,50,000-00
Profit & Loss Account 2,00,000=00 cash at Bank g,50,000-00 =
Reserve fund 2,50,000-00 Machinery 4,00,000-00
Fixed Deposits 5,50,000=00| Buildings 5,00,000-00
Sundry creditors 4,00,000-00 Furniture 1,50,000-00

gundry debtors 2,50,000-00

BN, i iRl e e o

g |Total; 24,00,000-00 | Total: 24,00,000-00

9 AUDITORS' REPORT

10 We have examined above Balance Sheet with relevant material. The
Balance Sheet reflects the true and correct state of affairs of the
Company.

11 Vijayawada, KUMAR & COMPANY,
pated 15th June, 2015. Chartered Accountants.

GUIDE LINES FOR TYPING SINGLE BALANCE SHEET
(1)Tmumdumham.mbhmmﬂ”Mh.&)TmﬂhﬁWm&““&}
zmma)Tmummmwwmn«)Mmdmmmmm Type in all caps
umunesmuwamuawmshmmdmuwwwmmmunﬁ,mmgm
cariage fetums. (5) Type ‘Rs. P as shown n both the columns and give double ne. (6) Type body of the Balance Sheet,just ke statement
and give double line after last line. (7) Use hyphen o draw the ines for mentioning tofal amount. Give double line. (8) Type the ‘olais'as
shown and give single fine and draw horizontalline and give double e, mmmoasmmammmuﬁ i

double line. (10) Type body of Auditors Report in double line, (11)Tmmmmm1&mm;mﬂm“ﬁm



FORMAT OF RECEIPTS AND PAYME

3 GURURAJA LITERARY SOCIETY, NALGONDA
g Receipts and Payments Account for the period ending 31*° March, 2016.
4 RECEIPTS PAYMENTS
5 Ra. P. Rs. P.
6 | To Cash on hand 4,000-00| By Dues cleared 4,300-00
To Entrance fee 1,200-00 By Purchase of books 1,300-00
To Subscriptions 12,500-00| By Municipal taxes 8,450-00
To Rent recelved on Hall 25,000-00| By Salaries 24,000-00
To Interest on deposits 12,500-00 By Subscriptions 2,000-00
By Balance at Bank 15,150~-00
< o | S | B2 e =
g8 | Total: 55,200-00| Total: 55,200-00
9 As per our report of even date, this forms part of the Balance Sheet
for the above period.
10 | Nalgonda, ANISH ASSOCIATES,
Dated 15th June, 2016. Chartered Accountants.

and Auditors stamp on right side, as shown.

" GUIDE LINES FOR TYPING RECEIPTS AND PAYMENTS ACCOUNT
(1) Type the name of the firm in all caps, center Lo the margins and give double line. (2) Type this line with initial capitals and center. Give 2

camgemmnshB)nmememwugmumdmxaemugWemmmeWeiﬂthcmuudunqﬂsamﬂm!ennhdwsﬁﬁpehalams

RECEIPTS in the center of leh half and PAYMENTS in the centre of right half and give single ine and draw the line with underscore and give
2 carriage returns. (5) Type 'Rs. P." as shown in both the columns and give double fine. (6) Type body just fike statement and give double
fine after last ling. (7) Use hyphen to draw the lines for mentioning total amount. Give double line. (8) Type the ‘totals” as shown and give
singlel'nearlddawlndwlalimandgivedowelm. (9)TypebodyofMus'RepmlndoubleW.(10)TypeMddemHsih




10

To Telephone charges

A o
To Electricity charges g,500-0 -
To Meeting expenses s,400-00 | BY Interest accrued
To Donations 5,500-00 | BY Donlt.ionsA o
BG Shplus 10,850-00| By Balance at Bank

Total: : ‘ )

As per our report of even date, this schedule{?w i

the Balance Sheet for the above period.

Vizag,
Dated 15th June, 2014. -




— FORMAT OF TRADING AND PROFIT & LOSS ACCOUNT

1 GANESH EMPORIUM, GUNTAKAL

2 | Trading and Profit & Loss account for the period ending 31°* March, 2015.
3

—

4 DR. DETAILS CR. DETAILS
5 Rs. P, Rs. P.
¢ | To Opening Stock 2,30,825-00| By Sales:
Cash 6,32,250-00
To Purchases less Credit 1,35,000-00
Returns 5,25,850-00
To Manufacturing costs 37,200-00 By Closing Stock 1,15,025-00
To Gross Profit 88,400-00
7 --------------------------
To Donations 8,82,275-00| By Donations 8,82,275-00
............ - PhSvassngriimes St T Or e
To Salaries 32,000-00| By Gross Profit 88,275-00
To Bad debts 1,400-00| By Sales of scrap 6,500-00
To Depreciation 4,800-00
To Net Profit transfer-
Red to Capital 56,575-00
g | Total: 94,775-00| Total: 94,775-00
9 As per our report of even date, this schedule forms integral part of

the Balance Sheet for the above period.

10 | Guntakal, BALARAM ASSOCIATES,

Dated 15th June, 2015. Auditors.

GUNEUNESFORTYHNGTWMINBANDFROHTANDLOSSACCOUNT

(1) Type the name of the firm mam,mmnummwwmm(2)Typemummmuummm.Gavez
mm.mrmummmmmmmm.(a)mmdwnmmmm Type in all caps
OENTDEnMuBhﬂucu*noﬂdﬂnﬂuuCRENNDEUMH;hﬂncutaddyuMMuMghadmﬁﬂhouﬂdmnhnluwﬂa
umnnunauugN.thmn-nmmm.ﬁoﬁmo?hJWandwwnmbdhhoaﬁmmsﬂwghnawuekn.unTnnbuulmnlw
diunltlﬂgwndwﬂu&nlmnhdlnm(nlhnhnwnnbdnwﬂnﬂmnkxmuﬁuﬂulmﬂamunlGwodwﬂnin.G»Tnnﬂn
1mdrasdwwnuugNn-m¢oWnumddnwhaﬁuMdumnmdgwodmub&n.anTwnbuuclenmfanniuhu*nnniﬂn
Type station, date on left side and Auditors on right side, as shown.




ORI 2 B NOTIFICATION

GOVERNMENT OF ANDHRA PRADESH
i

Law Dapartment

NOTIFICATION

Jagannadha Rao Advocate as gpecial Public

l:cuclon in I:C.No.XCO of 1995 arising out
nydo:nbad pending &

da Police Htation, l
Litan Sessions Judge’s Court

(Appointment of 8rl v,
Piangeubar te sunduat the prea
af Co N No 1e8/00 of Narayanagu
hefare the 1at Additional Metropo

. S BN

(0.0.M8, N0, 127, Law, dated the 2Znd September, 6)

n
ection 24 of the Code of Criminal

‘ Under Bub-ssction (8) of &

Proceduis, 1970 read with Rule 8- of the Andhra Pradesh
(ROK) Rulws, 1987 the Governor of Andhra pradesh he

Jaganiadha Kao, Advooate as Special Public prosecuta

prossoutlon of 8,0,No,140 of 1995 arising out of C.R.No.

NarayAnAQUds Polloe Bration, Wyderabad pending bafore the

Additional Matropolitan Sesslons Judge, Hyderabad.

tion of .

2. The Special Publie Prosecutor shall be paid remunera
dates he attends the Sessions Court and y !

e, 900/« par day on the
Ha. 350/~ for briefing the witnesses,.

1st

T. CHALAPATHI,
gecretary to Government (Law Courts) ’

- <

ij - GUIDE LINES FOR TYPING NOTIFICATION A
name of the Department with initial |

NMdeummmuupsmdcmu.GMdoubblm (2) Type the
caps i conter. Give double ne. (3) rmmmwourmtmnuapsmm.emmnm"*”




W

10

il

' IN THE COURYT OF THE Jupgs OF SMALL CAUSES, NYDERABAD
Friday the 17th day ot August 2014
e
FRReNti Shri B, Venkat Reddy, B.A., LL.B.
Sriginal Suit No.245 of 2014 !
sveryday EBlectrie Company, Nyderabad Plaintife
Versus
Sri Kishore Lal, s/o. Chandan Lal "% Defendant
This {5 a suit for recovery of Rs.25,000/-. The facts of

t?’ Case are that the Defendant’s house was fitted with
elelctrical material by the Plaintiff costing Rs.22,000-00 and
the remaining Rs.3,000-00 are the service charges. The Defendant
contended that he has no connection whatever with the Plaintiff.

JUDGENENT

The Plaintiff in support of his case, produced Sri N.
Venkataswamy, an illiterate and also two duplicate bills. The
Defendant contended that he purchase the material from outside,
got the service done by a person working with Plaintiff and paid
him. The Plaintiff's evidence falls much too short to sustain

' the burden of proof,

:

I, therefore, hold that the Plaintiff is not entitled for
any relief. The suit is dismissed with costs.

8. VENKAT REDDY,

2
13 | Munsiff Magistrate.
GUIDE LINES FOR TYPING JUDGEMENT
ngq.ninul-ncl-nCh-tnalcusuuio-n-nGuncnnhln;cbt'nlluly|-l¢lnlsil--lblllmuulls
Presont® and name of he Aige. ofc. wilh indial caps and conter & T & exceads one

O 0 he next ine and conterad. Give doudie Ine. (4) Type Bwee (- - ) yphees n e
.l..”...'.-.'-".g:::llllﬂIUUlmllilld'.lﬂlllllli.l'ﬁlllliil‘l‘llllIi

Shoen,
™

© snge e wih $ pace pard

. ot
.'....-N'..'.'Tzzll::g;nlllllllGOh'l‘!ltlﬂkl’h.nclllGil‘l.hlllll

) ll‘lllﬂ'.l'l'hl"IillJHﬂl.dt.thﬂ.l"lll!ﬂml‘;::

NSNSV ond 35 Shown with leader dois. Give doudie e (8

Party's name fom it Mg and SRS & A margn
e

e atr st e (10 Type RIOGENENT S S0 e f st . (12 Type e name of e Ol Sy

_ s ACEDOOKS.COM 11 eemai:



