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  GENERAL INSTRUCTIONS TO THE EXAMINEES : 
 

  (1)    -       
  Candidate must write first his/her Roll No. on the question paper 

compulsorily. 
 

  (2)         
   All the questions are compulsory to attempt. 

 

  (3)       -     
   Write the answer to each question in the given answer-book only.   
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 –  

SECTION – A 

 

    : ( ) 

 Select correct option : (Multiple Choice Questions) (16  ½ = 8) 

 

1.         ? 

 ()    ()   

 ()  ()   

 Which of the following is Written Communication ? 

 (A) Letter (B) Office Order 

 (C) Newspaper (D) All of the above ½  

 

2.           ? 

 ()   

 ()  

 ()   

 ()   

 Which of the following is included in Verbal Communication ?  

 (A) Sounds 

 (B) Words 

 (C) Speech 

 (D) All of the above    ½  
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3.          ? 

 ()    ()   

 ()   ()   

 Which of the following is stress management technique ? 

 (A) Time management (B) To worry 

 (C) Speaking too much (D) Fighting ½  

 

4.    _____    

 () :   ()  

 ()   ()      

 Stress Management keeps you _______. 

 (A) sad  (B) angry 

 (C) happy (D) None of the above ½  

 

5.            ‘’      ? 

 () Ctrl + P () Ctrl + C 

 () Ctrl + V () Ctrl + X 

 Which of the following shortcut key is used to paste the file ? 

 (A) Ctrl + P (B) Ctrl + C 

 (C) Ctrl + V (D) Ctrl + X ½  
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6.        ‘’     ? 

 () Ctrl + X () Ctrl + C 

 () Ctrl + Z () Ctrl + T 

 Which key do you use to copy something ? 

 (A) Ctrl + X (B) Ctrl + C 

 (C) Ctrl + Z (D) Ctrl + T ½  

 

7.            ? 

 ()    ()  

 ()   ()      

 Which of the following is the main function of an entrepreneur ?  

 (A) Decision making (B) Playing 

 (C) Communication (D) None of the above ½  

 

8.       _____    

 ()   ()  

 () ()  ()  ()      

 An entrepreneur _______ in himself.  

 (A) Doubt (B) Believes 

 (C) Both (A) and (B) (D) None of the above ½  
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9.     _____   

 ()    () - 

 ()   ()      

 Entrepreneurship is a type of _______. 

 (A) Game (B) Self-employment 

 (C) Service (D) None of the above ½  

 

10.           ? 

 ()    ()  

 ()   ()   

 Which of the following is a quality of an entrepreneur ?  

 (A) Fear  (B) Lazy 

 (C) Risk taking (D) All of the above  ½  

 

11.            ? 

 ()    ()  

 ()   ()   

 Which of the following is a problem related to sustainable development ? 

 (A) Food  (B) Water 

 (C) Fuel  (D) All of the above ½  
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12.           ? 

 () 18   () 17 

 () 15  () 20 

 How many sustainable development goals are given by the United Nations ?  

 (A) 18  (B) 17 

 (C) 15  (D) 20 ½  

 

13.           ? 

 ()   ()  

 ()   ()  

 Which of the following is not an age restricted product ? 

 (A) Fireworks (B) Petrol 

 (C) Corrosive substances (D) Toys ½  

 

14.            ? 

 ()  -  () - 

 ()  - ()    

 Which of the following is a documental proof of age verification ?  

 (A) Birth certificate (B) Admit card 

 (C) Marriage card (D) Playing cards ½  



 7 

V-105 (D&D)  [ Turn over 

15.       _____     

 ()    ()   

 ()   () ()  ()  

 A business-man must take care of _______ of its employees. 

 (A) Food  (B) Health  

 (C) Hygiene (D) Both (B) and (C) ½  

 

16.           

 ()     ()     

 ()      ()      

 A team member should be with other members : 

 (A) Polite (B) Hold grudges 

 (C) Harsh attitude (D) Not maintain conversation ½  

 

 –  

SECTION – B 

    

      : 

 Fill up the blanks :   (8  ½ = 4) 

 

17.      _____     (/ ) 

 A cash transaction will be paid _______. (immediately / later)   ½  
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18.        _____          

(/) 

 The money for the returned goods is transferred only to the _______ bank 

account. (Buyer / Seller)        ½  

 

19. _____      (/) 

 _______ is age restricted product. (Knife / Fruits)  ½  

 

20.  _____              

(/  ) 

 There is no need to obtain age related documents to buy _______. (Chocolates / 

Sleeping Pills)        ½  

  

21.               _____   

  (/) 

 Work-place health and safety means managing _______ to protect your workers. 

(Risk / Food)    ½  

 

22.     _____             

(/) 

 Team work is the collaborative efforts of a group to achieve a common _______. 

(goal / friendship)    ½  
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23.   ()     _____     (-/) 

 Convey information (message) through signs is known as _______ 

communication. (Non-verbal / Verbal)    ½  

 

24.      _____      (/) 

 There are _______ main parts in a computer system. (Two / Ten)  ½  

 

 –   

SECTION – C 

 

        : -   

 Answer in two or four lines : Short answer type questions. (8  1½ = 12)  

 

25.           

 Write three differences between health and hygiene.   1½  

 

26.         

 Write three methods to handle money.    1½ 

 

27.         

 Write three importance of team work.     1½  

 

28.            

 Write three responsibilities of employee in an organization.   1½  
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29.           

 Write two tips for taking care of devices.    1½  

 

30.       

 Define Communication.    1½  

 

31.         

 Write two reasons of missed payment.    1½  

 

32.        

 Write the different types of payments.     1½   

 

 –  

SECTION – D 

 

          

 Answer in two pages. Essay type questions.  (3  2 = 6)  

 

33.         ?          

 What do you mean by reconciling ? Write the purpose of reconciling customer 

accounts.     2 

/OR 

           

 Write the meaning of cash and credit transaction.  2  
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34.          

 Write the reasons for returning goods.    2 

/OR 

           

 Write the refund payment process in detail.    2  

 

35.            ? 

 What are legal requirements for asking proof of age ?  2 

/OR 

                     

 Write the various steps followed by the retailer to prevent sales to under aged.  2  

 

__________ 
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