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Duplicating Processes 
Stencil Duplication.

Instructional Objectives;

1. Name the four essential elements for mimeographing.
\

2. State the basic principles of stoncil duplication.

3. Name the three methods of preparing stencils.

I
4. State the position of ribbon uhen stencils are cyped.

5. identify the parts of a stencil duplicator.

6« Explain the special care to be taken uhile re-running a 
stencil to prevent creasing.

7. Prepare a stencil with illustration (by hand).

8, Explain the procedure for operating the 'Gestetner 320 
Stencil duplicator* in the correct order.

9• m°unt the stencil on 'Gestetner 320 stencil duplicator' 
and take 10 copies.

Module IV 
Ln.it 3
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Module IV Duplicating processes
Unit 3 Stencil Duplication

Introductions

Stencil duplicating 
process is also called 
mimeographing. It has 
essentially four elements.
1. StBncil
2* Ink for duplicating
3, Paper for duplicating 

and
4, Duplicating machine

PRINCIPLES OF STENCIL 
DUPLICATION.

1* The Stencil is typed, 
handwritten, drawn or. 
electrically produced. 
(Electronic scanner)

2. It is placed on the 
outside of an inked 
cylinder.

3. The paper is passed 
between the cylinder 
and impression roller.

4.Ink flows from the 
screen passes through 
the stencil perforations

5,ImpressIon fall on the 
duplicating paper $nd

6, You get the duplicated 
material

stencil t
SCREEN

DUPLICATING
PAPERS .1

ATTACH STENCH. 
TO SCREEN

This is how you make 
Copies using stencil 
duplicator of Ssatetner 
make or similar machlnas IMPRESSION ROLLER

Duplicated
'copies

n IV/3-1/SB
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PREPARATION OF STENCILS MECHANICALLY
1. The stencil for duplication with Gestetner and other 

makes is essentially the same, consisting of a thin 
sheet with wax coating on the front side with a thick 
backing sheet.

2. For any text material to be copied, we can either 
type on the stencil or write on It with a stylus.

3. For typing, you shift your typewriter ribbon so that 
letters will strike directly on the stencil rather 
than on the ribbon. Alternatively you can remove 
the ribbon.

4. Uhen you write on a stencil, use a stencil pad under­
neath or a hard surface like a glass sheet

5. Uhen typing, insert the stencil, with the backing 
sheet and cushion sheet if supplied with the stencil, 
you may place a paper under the carbon sheet, with 
carbon facing the sheet,this will help you to get a 
carbon copy of what you make on the stencil.

6. Align and set typewriter margin. Align stencil corners 
and top evenly. Set typewriter side margins within 
markings printed in light ink on the stencil face. 
Observe top and bottom margin for the 'type of dupli­
cating paper you have.

7. Type the stencil. Use firm touch. Be sure you do 
not make holes with a,a, c etc., with too much 
pressure,

8. flake corrections, while typing, if you notice. Other­
wise you have to inseit and check for horizontal
and lateral alignments. Apply correction fluid over 
the error, allow it to dry, and re-type with touch 
lighther than your normal touch. Coat each character 
vertically. Sometimes, it may be necessary to use 
your nails or the back of your pen to slightly even 
the wax over the error portion.

9. You may write directly on the stencil, or add hand 
drawn illustrations. As said in (4) above, you may 
write using stylus. If you want to trace a drawing, 
you may place this over a lighted box with glass top

• . and trace the drawing. You may use instruments and 
'make direct drawings and sketches too. Preparation 
of -stencils by''. Electr onic scanner is dealt separately 
in Unit No’,?4f of this module.

>

M IV/3-2/SB
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BASIC FEATURES Of A STENCH 
DUPLICATOR.

Wain parts of Gestotnar
Duplicator.

1.

2.

3.

4.

5.

You have the fesd board on 
one side to place '"paper s to 
be duplicated and the 
collecting tray on the other 
end "t’o"receive the duplicated 
paper.

This machine can be operated 
manually with the handle or 
electrically. You“have ‘to 
connect power cord to socket 
before switching on. Depres­
sing the switch will off:-the 
machine.
On the handle side we have 
near the base, the feed 
board raising knob, to raise
the height of.feet! tray and
on the right corner is the 
ink selector knob, to control 
flow 'of Tnk to ""Che various 
position across the width of 
screen full width, centre, 
right or left of screen. A 
silk screen is fixed on to 
drum at“*the too.
You have the counter. which 
when sat to a specified number, 
automatically gives you the 
desired number of copies. When 
the correct number of copies are 
taken the feeding of paper 
automatically stops.

You have the inker door. You 
will open this door arid fit 
ink tube to the holder, and 
lock. This provides for the 
feeding of ink.

Pi IV/3-3/SO



6* Ink is fed from the tube 
by operating an ink lever 
located above the inker 
door,

7, Stencil is usually fixed 
on the stencil fixing bar 
and this is attached to 
the drum. The bar can be 
brought to the top posi­
tion by turning the handle, 
fixing bar has studs which 
projects through the staneil 
head perforations. This 
helps for the correct hold­
ing and location of stencil* 
on the drum,

8* The proofing knob placed on 
the top of the machine above 
the inker door helps to take 
proof on the backing sheet,

9, On the collecting tray 
there are two side guides 
and a back guide. This 
helps to stack the dupli­
cated papers correctly on 
the collecting tray.

FI IV/ 3-4/ SB
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10, The feed board supplies paper 
to the machine. For the 
correct location of papers 
there are two side fences 
and a back fence, A paper 
weight is fitted on the
back fence to hold the end 
of paper stack,

11, The feed board can be 
lowered by pressing the 
feed boarddrop lever, 
the feed board drop lever 
will automatically lower 
the feed board if there 
is no sufficient paper on 
the feed board.

« IV/3-5/SB
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Module IV
Unit 3

Practical Exercise No,44.

Dupling Pfo ceases 
Stencil Duplication 
_________ ____IiiI]£i_30_!I>.iriutes

A. PROBLEM

Preparing hand written stencil for duplication.
Follow direction given under unit 3 of this 
module.

B. EQUIPMENT & MATERIALS

1. Stencil
2. Stylus
3. Light box
4. Hard plate

C. POINTS FOR GRhDING

1. Neat work
2. Layout
3. Uniformity

D. Deadline for the project: Oune 15th.

M IV/U 3/Pr.Ex. 44.
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Module IV Duplicating Processes
Unit 3 ..Stencil Duplication

_________________ _______ '____________ ________ limes_. _>linutes
Practical Exercise NoS 45

A. PROBLEM

Operate Stencil Duplication (Gestetner 320) 
and take 10 copies of tfre given stenfcil,.

B. EQUIPMENT & MATERIALS

1. GestetnBr Duplicator No.320.
2. Gestetner 'Ink tube
3. Duplicating paper
4. Prepared stencil
5. Used duplicating paper 
6# Cotton uaste

C. POINTS FOR GRADING

1. Making machine dready.
2, Fitting ink tube 
3^ Fitting stencil
4. Setting collecting tray and feeci tray
5. Placing duplicating paper
6. Printing
7. Cleaning and packing up

D. Deadline for the project: Dune 15th

M IV/U 3/Pr.Ex.45
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nodule IV
— ee ——(WM»a»wee<atwi<M—Momwe—aMWinaai.

Practical Exercise No: 45

PERFORMANCE CHECK LIST FOR (CVCLOSfvU.Hil STENCIL DUPLICATING

Duplicating Processes

PROCEDURE

A* Ready Machine 
1, Remove cover
2, Lower feed board and collect­

ing tray.
3, Connect power plug to electric 

socket.
4. Check that feed lever is raised 

and give handle one complete 
clockwise turn to ensure feed 
mechanism is not operating.

B. INKING
1. Open inker door
2. Raise tube locking lever
3. Hold ink tube by its shoulder 

and remove it's cap.
4. Place crimped end in * V* of 

tube support and
5. Pijese gently until tube

nfizzle is in level with tuba 
holder

6. Insert tube nozzle into tube
holder

?. Push nozzle fully into holder
8. Push tube locking lever 

fully downwards until roller 
is at extrema end of slot*

9. Close inker door*
10, Do not grip the tube or 

squeeze it.
« V/3/Pr,£x, 45 <i)



50
$1* Turn, ink selector to full 

width inking position- this 
is indicated by full blue 
line appearing on too of 
ink selector knob.

12* Start machine by switching 
on switch

13* Apply ink oy mowing ink' 
lever , fully backwards 
and forwards with a slow, 
steady action. Uhen ink 
is evenly distributed an 
even, thin film of ink will 
be visible, giving a slight 
sheen to the surface of the 
ink screen and then,

14, Switch off machine by depres­
sing switch,

C. nTTl^fegTHE STENCIL

1, Turnnhandle clockwise until 
stencil fixing bar is at top 
of machine,

2, With typed side of stencil
facing inwards, place tone's 
and top edge of stencil heed­
ing beneath fixing bar flap 
and ' ..

3, Ensure fixing bar studs 
project through stencil head­
ing perforations.

4, Place right hand lightly on < 
Backing sheet,

5, Turn handle slowly clockwise,
6, Keep right hand steady to 

maintain continual pressure 
over full length of backing 
sheet and

7, Stop turning when the handle 
is in its top position.

8, Turn back backing sheet, iP 
stencil is creased re-lay it 
by holding the bottom end of 
stencil,

9, Depress proofing knob and
10, Turn handle slowly one

complete rotation(clockwise) 
and

ft V/3/Pr,Ex.4S(ii)



11, Release proofing knob
12, Turn handle to its stop 

position,
13,. Turn back backing sheet and
14, Check that the copy is 

uniformly inked, if necessary 
repeat the operation till the 
inking is uniform and

15, Hold bottom edge of backing 
sheet, raise slightly out­
ward and

16, Turn handle anticlockwise 
to the bottom position and 
tear off the backing sheet 
along perforated line,

0. PREPflRligCQLLECTlMG TRAY’ AND

51

FEEDBOflRO,
1, Raise back and side guides of 

collecting tray and move them 
fully outwards,

2, Pull back fence of feedboard 
fully to rear*

3, Fan out paper and square it 
up to the original state,

4, Plans paper on feedboard, 
fully forward never place more 
paper on feedboard than will 
fit easily under paper height 
stop,

5, Adjust and position side fences
6, Slide back fence towards paper 

to touch it and lower paper 
weight,

7, For quick reloading raise 
paper weight to top position 
and lay back fence horizontal 
on feed board,

E, SETTING FEEO UNIT >

1, Check position of feed pressure 
lever,

2, For normal use set it at top of 
slot 1+f,

3, For light weight paper adjust 
feed pressure lever to bottom of 
slot *-*.

W V/3/pr.Ex. 45(iii)
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F. PRINTING FIRST COPY

Raisa feed board by turn­
ing feedboard raising knob 
until paper stack contacts 
paper height stop. The 
raising knob is automatical­
ly disengaged then

2, Depress the feed lever and
3, Slouly turn handle clockwise 

as soon as feed mechanism 
begins to operate

4.

5.

6.
?•

Raise feed Isver whilst 
completing clockwise turn of 
handle.
The^uplicated copy which is 
profited in the m antime during 
ttiiifs' process is collected in 
the tray.
Examine the correct position , 
and the impression and ;
Adjust print height up of 
down by using print height 
adjuster knob.

8. Adjust side margin by moving 
paper stack across feedboard 
using the scale as a guide,

9. To sat the collecting tray 
lay the edge of printed copy 
against front guide,

10, flows side guides to touch 
the sides of printed copy and 
lock,

11, Position the back guide to 
touch the too end of copy,

12, Raise front guide wings.

G SETTING THE COUNTER
The counter has a hundred setter 
and a unit setter. To set for 
required copies say 1025 copies
1. Set hundred setter anticlock 

wise to hundreds required 
(one thousand) and

2, Turn unit setter anticlock 
wise to units required
( twenty five)

NOTE: When required number of 
copies has been printed

M V/3/Pr,£x,4S (iv)
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/

the counter will r©gistsi­
zer a and automatically 
stop feed mechanism.

H. PRINTING COPIES
1» Select spe3d of machine 

raise speed switch for 
fast speed and lower for 
slow speed,

2, Start machine by raising 
switch,

3, Depress feed lever to 
commence printing,

IMPORTANT* Dont change speed of 
machine bBfore raising feed lever' o
To stop machine while printing 
FIRST RAISE FEED LEVER ANQ, THEN 
DEPRESS SWITCH*.
Watch copies as are printed to 
ensure machine remains adequately 
inked. When necessary apply ink 
by operating ink lever.
When paper on feedboard .is almost 
exhausted the feed mechanism stops 
and' the feed board drops to its 
bottom position. Switch off the 
machine and remove copies from the 
collecting tray.
I, TO CLOSE THE FiACHIME

1.
2.
3.
4.

5.

6.
7.

8,
9.

10.

Depress the feedboard raising 
knob.
Remove paper slide back fence 
fully forward below feed unit
Lower paper weight and
Lay back fence backward, 
horizontal on to feedboard.
Turn handle clockwise until 
stencil fixing bar is at top 
of machine. "
Lift uo stencil fixing' bar 
flap,
Release stencil heading from 
studs and
Detach flap
Turn handle clockwise and 
remove stencil from the machine
Turn handle to bottom position^ 
and fold inwards.
n V/3/Pr.Ex, 4S(v)



5411, Told back and -side guides 
of colle.cfcing tray inwards®

12, Closs up feedboard and 
collecting tray and

13, Replace ^ha cover,

3. RE-RUNNING OF USED STENCILS
1* Ink machine and attach stencil 

as discussed earlier,
2, Turn handle until stencil fix­

ing bar is in line with fead 
mechanism,

3, Grip bottom of stencil and 
hold it upright and then

4, Lay it evenly on ink screen 
over its entire length,

5, Remove any creases by lifting 
bottom of stencil with right 
hand and relaying stencil slowly 
on ink screen,

6, Turn handle little at a time 
and stretchout any crease with 
fingures of left hand,

NOTES Oo not depress proofing knob.

N V/3/Pr.Ex* 45 (vi).
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Module IV Duplicating Processes

Pr. Ex.45: Operating Stencil Duplicator

The
Number 1,2,3 . 
bor sub—hsads

given under is not in a sequence.
each steP ir> the correct sequence, 

A,B,C and D separately.
A READY MACHINE:

a. Connect power plug to electrical socket.
_b. Check,that feed lever is raised and give handle 

one complete clockwise turn to ensure feed * 
mechanism is not operating.

c. Remove cover.
d. Lower feed board and collecting trsy

B . INKING:
--___ a. Hold ink tube by its shoulder and remove its cap.
—Insert tube nozzle in a tube holder.
—. c« Place cr imp led end in ’V of tube support-. ;
— d. Open inker door.
— ~ s* Pu?^ tul?e locking lever fully downwards until

. roller is at extreme end of slot.
—— f* push nozzle fully into holder.

9. Raise tube locking lever.
———- *"'• Press 9ently until tube nozzle is in level with 

tube holder.
—^not grip the tube or squeeze it.
... 3« Close inker door.
—— Switch off machine by depressing - witch.
________ 1. Start machine by switching on switch
—- m* Apply ink by moving ink lever fully back­

wards and forwards with a slow, steady action. 
When ink_is evenly distributed an even, thin 
film of ink will be visible, giving a slight 
sheen to the surface of the ink screen and then,

M IV/3/pr.Ex.45/ci-2/(i)
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n* Turn ink .selector to full width inking position-this 

is indicated by full blue line appearing on top 
of ink selector knob

C. FITTING THE STENCIL

a* Ensure fixing bar studs project through stencil 
heading perforations.

_____ b. Turn back, backing sheet, if stencil is creased re-lay 
it by holding the bottom of stencil

__ e. Release proofing knob.
______ d. Turn handle anticlockwise to the bottom position and

tear off the backing s.heet along perforated line.
_____ e. Check that the copy is uniformly inked, if necessary 

repeat the operation till the inking is uniform.
______ f. Turn handle slowly one complete rotation (cloekwise)
_____ g. Keep right hand steady to maintain continual pressure 

over full length of backing sheet.
_____ h. Hold bottom edge of backing sheet, raise slightly 

outw3rd.
_____ i. Turn handle clockwise until stencil fixing bar is at 

top of machine.
_____ j. Turn -back backing sheet,
_____ k. tilth typed side of stencil facing inwards, place

tongue and top edge of stencil heading beneath fixing 
bar flap.

_____ 1, Place right hand lightly oh backing sheet,
_____ m* Stop turning when the handle is in its top position.
______ n. Turn handle to its stop position.
_____ o. Depress proofing knob and
_____ p. Turn handle slowly clockwise.

D. PREPARING COLLECTING TRAY AND FEEDBOARD

_____ a. For quick re-loading raise paper weight to top-position 
and lay back fence horizontal on feed board.

______ b, Adjust and position side fences.
c. Pull back fence of feedboard fully to rear.

_____ d. Slide back fence towards paper to touch it and lower 
paper weight.

x

FI IV/5/45/C!-2(ii)
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_____ e, Raise back and side guides of collecting troy 

and move them fully outwards.
______ f. Place paper on feedboard fully for war d. never place

more paper on feedboard than will fit easily under 
paper height stop.

g. Fan out paper and square it up to the original state.
E. SETTING FEED UNIT:

_______ .a. For light weight paper adjust feed pressure lever
to bottom of slot

___ b. For normal use set it at top of slot *•+>' .
__________ c. Check position of feed pressure lever,

F- PRINTING FIRST COPY:
___________ a. Adjust side margin by moving paper stack across

feedboard using the scale as a guide.
________ b. To set the collecting tray lay .the edge of printed

copy against front guide.
____________ c. Position the back guide to touch the top end of

copy.
________ d, Move side guides to touch the sides of printed

copy and lock.
.... e. Raise front guide wings.

f. Raise feed lever whilst completing clockwise’ turn 
of handle,

______ g. Depress the feed lever and
_____ _ h. Examine the correct position and the impression.
______ i. Raise feed board by turning feed board raising knob

until .paper stack contacts paper height stop. The 
raising knob is automatically disengaged then.

_______ j. Adjust print height up or down by using print
height adjuster knob.

________ k. Slowly turn handle clockwise a£ soon as feed
mechanism begins to operate.

________ 1. The duplicated copy which is printed in the
meantime during this process is collected in the 
tray.

G• SETT1NG.THE COUNTER;
- a. Turn unit setter anti-clockwise to units required 

(twenty five)
_______ b. Set hundred setter anti-clockwise to hundreds

required (one thousand) and
N IV/5/45/C1-2(iii)
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H. PRINTING COPIES;

a. Start machine by raising switch.
b. Depress feed lever to'commence printing,-'
c. Select speed of machine - raise speed switch for 

fast speed and lower for slow speed.

1 • IP CLOSE THE FiACHINEl ' ~ -
________ a* Turn handle clockwise and remove stencil from the

machine,
______ b. Turn handle to- bottom position and fold inwards.
_________ c. Close up feedboard and collecting tray.
___________ d; Fold back and side guide of collecting tray inwards,'
_______ e. Replace the cover,
________ f. Release stencil heading from studs.
_________ g. Lay back fence backward, horizontal on to feedboard,
__________ h. Lift up stencil fixing bar-flap.
_____________ i. Depress the feedboard raising knob.
- 3. Remove paper slide back fence fully forward below

feed unit.
_______ k. Turn handle clockwise until stencil fixing bar is

at top of machine.
______ 1, Detatch flap-.

- ___  m. Lower paper weight.
I. RE-RUNNING OF USED STENCILS:

____________ a, ,Turn ha'ndle little at a time and stretch out any
creases with fingures of left hand.

__________ b. Lay it evenly on ink screen over its entire length.
______________ c. Turn handle until stencil fixing, bar is in line

with feed mechanism.
__________ d. Remove any creases by lifting bottom of stencil

with right hand and relaying stencil slowly on 
ink screen.

_____   e. Ink machine and attach stencil as discussed earlier.
__________ f. Grip bottom of stencil and hold it upright and then.

M IV/3/45/C1-2(iv)
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KEY

Module IV Duplicating Processes

Pr, Ex* 45, Operating Stencil Duplicator
The following check list given under is not iri a sequence* 
Number 1,293.*,‘, against each step in the corfceab seqUedcej 
for sub-heads A,B,C and D separately^

A. READY THE MACHINE
3 a,,Connect power plug to electric socket,
4 b. Check that feed lever is raised and git/e handleIlf -m3 -J

one complete clockwise ti>rn to ensure feed 
mechanism is not operating,

1 c. Remove cover,
d. Lower feed board and collecting tray,

B, INKI.NG:.
3 a, Hold ink tube by its shoulder and remove its cap,

_ 6  b. Insert tube nozzle into tube holder
__4 t _ C', Place crimpled end in * V* of tube support and
..1.d. Open inker door

B e. Push tube locking lever fully downwards until 
roller is at extreme end of slot.

7 f. Push nozzle fully in bo holder.
2 g. Raise tube locking lever,

h* Press gently until nozzle is in level with tubo 
holder.

10 i. Do not grip the tube or squeeze it,
9 j. Close inker door.

..,,11 Switch off machine by depressing switch*
^12 1, Start machine by switching on switch
13 m. Apply ink by moving ink lever ■ -,, fully backwards

and forwards with a slow, steady action. When 
ink is evenly distributed an even, thin film of 
ink will be visible, giving a slight sheen to the 
surface of the ink screen and then,

M lW/3/Pr,Ex,45/KC 1-2/(i)



11 in* Turn ink selector to Full width inking position 
is indicated by full_blue line appearing on top 
ink selector knob

this
of

cf fitting THE STENCIL

.3

8 bi

_1L. c»
1 '■ di

14 q;

JSL f* 

JL. 9•
15 h*

16 i«

13 j. 

2 k«

4 I. 
7 m. 

J2_ n.,
_9_ o.

A-, p*

Ensure fixing bar studs project through stencil 
heading perforations.

Turn back backing sheet, if stencil is creased 
re-lay it by holding the bottom end of stencil.
Release proofing knob.
Turn handle anti-clockwise to the bottom position 
and tear off the backing sheet along perforated lino.
Chock that the copy is uniformly inked>. if. necessary 
repeat the operation till the inking is uniform.
Turn handle slowly one complete rotation (clockwise)

Keep right hand steady to maintain continual 
pressure over full length of backing sheet*
Hold bottom edge of backing sheet, raise slightly 
outward.
Turn handle clockwise until stencil fixing bar is 
at top of machine.
Turn back backing sheet.

Uith typed side of stpncil facing inwards, placo 
tongue and top edge of stencil heading beneath 
fixing bar flap.
Place right hand lightly on backing sheet.
Stop burning, when the handle is in its top position. 

Turn handle to its stop position.
Depress proofing knob' and 
Turn handle slowly clockwise.

D. PREPARING COLLECTING TRAY AND FEED30ARD

7 a," For quick reloading raise paper weight to top
position and lay back fence horizontal on feod board.

5 b,f Adjust and position sido fences
2 Pull back fence of feedboard fully to rear.
6 0, Slide back fence towards paper to touch it and •

lower paper weight.

Ft IV/|/45/KC 1-2( ii)
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1 e, Raise back and side guides of collecting tray and 

move them fully outwards,
4 T• Place paper on feedboard fully forward newer place 

more paper on feedboard than will fit easily under 
paper height stop,

,3^_ g. Fan out paper and square it up to the original state*.

E SETTING FEED UNIT
3 a. For light weight paper adjust feed pressure leuer to 

bottom of slot
J

2 b. For normal use set it at top of slot '+’
1 c. Check position of feed pressure leuer.

F« PRINTING FIRST COPY
B a. Adjust side margin by mouing paper stack across 

feedboard using the scale as a guide.-
_ b. To set the collecting tray lay the edge of printed 

copy against front guide.
11 c. Position the back guide to touch the top end of copy.
10 d. Hove' side guides to touch the sides of printed copy 

and lock.
12_ e. Raise front guide wings.

f#. Raise feed leuer whilst completing clockwise turn 
of handle.

2 g. Depress the feed leuer and
6 h. Examine the correct position and the impression.
1 i. Raise feed board by turning feed board raising

knob until paper.stack contacts paper height 
stop. The raising knob is automatically dis­
engaged

J_j. Adjust print height up or down by using print~ height adjuster knob.
3 k. Slowly turn handle clockwise «« - soon as feed

mechanism begins to operate,
5 1, The duplicated copy which.is printed in the meantime

- during this processes is collected in the tiay
C. SETTING THE COUNTER

2 a. Turn unit setter anti-clockwise to units 
required (twenty fiue).

1 b. Set hundred setter anti-clockwise to hundreds 
required (one thousand) and

M IV/5/45/KC 1-2(iii)
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H* PRiN,I!NC COPIES

——2.—^. a« Start machine by raising switch.
_-2__Depress feed lever to commence printing,

~—L... c* Select speed of machine - raise speed switch for 
fast, speed and lower for,-slow speed,

/

I. JO..CLOSE 'THE MACHINE

a. Turn handle clockwise and remove stencil from 
the machine.

b. Turn handle to bottom position and fold inwards. 
c». Close up feedboard and collecting tray.
d. .- Fold back and side guides of collecting tray inwards,
e. Replace the cover-
f. Release stencil heading, from studs,
g. Lay back fence backward, horizontal on to feedboard.
h. Lift up stencil fixing bar flap.
i. Depress the feedboard raising knob.
j. Remove paper slide back fence fully forward bwlow 

feed unit.
k. Turn handle clockwise until stencil fixing bar is 

at top of machine.
l. Detach flap.

m. Lower paper weight.

RE-RUNNING OF USED STENCILS

—22,a* Turn handle little at a time and stretch out any 
creases with fingures of left hand.

b. Lay it evenly on ink screen over its entire 
length.

c. Turn handle until stencil fixing bar is in line 
with feed mechanism.

d. Remove any creases by lifting bottom of stencil 
with right hand and relaying stencil slowly on 
ink screen.

e» Inf< machine and attach stencil as discussed 
earlier.

f. Grip bottom of stencil and hold it upright and then.

PI IV/3/45/KC 1 —2(iv)
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CRITERION TEST

Module IV Duplicating Processes

Unit 3 Stencil Duplication

1, The four essential items for making mimeography copies 
ar s

a., b.
o. d.

2, Three methods of stencil preparation are

a, _______ ——

b, ________________

c, ________
3, the sketch below is a schematic diagram showing the 

principle of stencil duplication. Indicate the follow­
ing names by placing the correct letter against each 
name.

1. St'encil attached 
to the screen 

____2..Ink
3. Impression roller

4. Duplicating paper
5. Duplicated copies.

n IV/3/Ct-1
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4. The kind of paper used for preparing spirit dupli­

cating master is- (indicate the correct response 
uith a tick against the letters)

_______ a, Uax coated paper,
_____ b, tissue paper
_____ c, tracing paper

. d, glazed paper
5. Diagrams are hand drawn on a stencil using-

_ . a* copying pencil 
_____ b, H.B.Pencil
____ c. ball point pen
____ d, stylus

6. While preparing a stencil using typewriter for stencil 
duplication, the typewriter ribbon position is kept in

a. normal 
_____ b, neutral
______ c. red colour
_____ d. > folarek;. colour

7. Select the best material.on which you may place 
the stencil while making hand drawn diagrams.

______ a. rubber pad
_____ b. backing sheet of stencil

■ .c. hard board 
_____ d, glass

8. The sketch below is of a stencil duplicator. Some 
of its parts are marked as 1.2.3.
Against the names given below write the corresponding 
number.

M IV/3/CT-2
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feed board raising knob stencil drum

collecting tray

ink selector

Print height adjuster

handle

counter

feed unit 

feed lever 

back guide 

side guide 

feed board.

m*-
-i.

n IV/3/CT-S
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KEY

Module IV Duplicating Processes
Unit 3 Stencil Duplication

1, The four essential items for making mimeography copies 
are

’ a. Duplicator to. Stencil
c. Ink d. Duplicating pap«r

2* Three methods of stencil preparation are 
a. Hand written 

*>. imL written 
c. Scanning______________

3, The sketch below is a schematic diagram showing the 
principle of 3tencil duplication. Indicate the follow­
ing names by placing the correct letter against each 
name.

8 1, Stencil attached 
to the screen* 2, Ink

Q 3, Impression roller 
£ 4, Duplicating paper 
£ 5, Duplicated copies.

« Xtf/3/KOV1
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4. Ths kind of" paper used for preparing 

master, is ———— (indicate the correct 

against the letter).

_____ a, wax coated paper 
b, tissue paper 

_____ c. tracing paper 
*__ d. glazed paper

spirit duplicating 

response with a tick

5, Diagrams are hand drawn on a stencil using

___  a- copying pencil
____  b. H.B.Pencil

.... c. Ballpoint pen
*___ d. stylus

6. While preparing a stencil using typewriter for stencil 

duplication, the typewriter ribbon position is kept in . 

____ a. n or ma i
* b. neutral 

_____ c. red colour
___  d. ribbon removed position

7. Select the best material on which you may place the 

stencil while making hand drawn diagrams.

_____ a. rubber pad
* b. backing sheet of stencil 

____ c. hard board

____ d. glass

8. The sketch given on the next page is of a stencil dupli­

cator.

Some of its parts are marked as 1,2,3,....;.......................

Against the names given hereunder write the corresponding 

number of the part.

/
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4

2

5

11

2
6

feed board raising knob

collecting tray

ink selector

Print height adjuster

handle

counter

PI IV/3/KCT-3

12 stencil drum

9 feed unit 

7 feed lever 

10 back guide 

? _ aide guide 

,,.1 feed board.


