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General Instructions to the examinees :

	 1)	 narjmWu gd©àW_ AnZo àíZ-nÌ na Zm_m§H$ A{Zdm`©V: {bI| &

	 	 Candidate must write first his/her Roll No. on the question paper 
compulsorily.

	 2)	 g^r àíZ hb H$aZo A{Zdm`© h¢ &

		  All the questions are compulsory to attempt.

	 3)	 àË`oH$ àíZ H$m CÎma Xr JB© CÎma-nwpñVH$m _| hr {bI| &

	 	 Write the answer to each question in the given answer-book only.
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IÊS> - A

SECTION – A

ghr {dH$ën MwZ| & ~hþ{dH$ënr` àíZ &	 [16×½=8]
Select the correct option. Multiple Choice Questions.	

	 1.	 ~mobZm {H$gH$m EH$ àH$ma h¡ ?	 [½]
	 A)		 boIZ H$m¡eb			   ~)	_m¡{IH$ g§Mma
	 g)		 emar[aH$ ^mfm			   X)	gm§Ho${VH$ ^mfm
	 	Speaking is a type of	 	
	 A)	 Writing skill	 	 	 B)	 Verbal communication
	 C)	 Body language	 	 	 D)	 Sign language

	 2.	 {ZåZ{b{IV _| go H$m¡Z-gm J¡a-_m¡{IH$ g§Mma h¡ ?	 [½]
	 A)		 ~mVMrV H$aZm	 ~)	 {bIZm	 g)	 hmd-^md	 X)	 B©-_ob

	 	Which of the following is a non-verbal communication ?	 	
	 A)	 Talking	 B)	 Writing	 C)	 Gestures	 D)	 E-mail

	 3.	 H$m¡Z-gm H$m¡eb h_| g_` na H$m`© nyam H$aZo _| ghm`Vm H$aVm h¡ ?	 [½]
	 A)		 gmoZm			   ~)	g_` à~§YZ
	 g)		 IobZm			   X)	 {eH$m`V H$aZm
	 	Which skill help us to complete work on time ?	 	
	 A)	 Sleeping	 	 	 B)	 Time management
	 C)	 Playing	 	 	 D)	 Complaining

	 4.	 VZmd H$m à~§YZ H$aZo go h_| Š`m bm^ hmoVm h¡ ?	 [½]
	 A)		 H«$mo{YV hmoZm	 ~)	 em§V ahZm	 g)	 H$m`© go ~MZm	 X)	 H$jm _| ahZm
	 	Managing stress helps us to	 	
	 A)	 Feel angry	 B)	 Stay calm 	 C)	 Avoid work	 D)	 Stay in class

	 5.	 Aja Q>mBn H$aZo Ho$ {bE {H$g CnH$aU H$m Cn`moJ {H$`m OmVm h¡ ?	 [½]
	 A)		 _mCg	 ~)	 _m°{ZQ>a	 g)	 H$s~moS>©	 X)	 {à§Q>a

	 	Which device is used to type letters ?	 	
	 A)	 Mouse	 B)	 Monitor	 C)	 Keyboard	 D)	 Printer	
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	 6.	 B§Q>aZoQ> H$m _w»` ê$n go Cn`moJ {H$gHo$ {bE {H$`m OmVm h¡ ?	 [½]
	 A)		  moOZ nH$mZo Ho$ {bE			   ~)	g§Mma Ed§ gyMZm Ho$ {bE
	 g)		 H$n‹S>o YmoZo Ho$ {bE			   X)	~mhar Iob IobZo Ho$ {bE
	 	Internet is mainly used for	 	
	 A)	 Cooking food	 	 	 B)	 Communication and information
	 C)	 Washing clothes	 	 	 D)	 Playing outdoor games

	 7.	 CÚ_r H$m¡Z hmoVm h¡ ?	 [½]
	 A)		 gaH$mar A{YH$mar			   ~)	 ì`dgm` àma§^ H$aZo dmbm ì`pŠV
	 g)		 {ejH$			   X)	 {M{H$ËgH$
	 	Who is an entrepreneur ?	 	
	 A)	 A government officer	 	 B)	 A person who start a business
	 C)	 A teacher	 	 	 D)	 A doctor

	 8.	 H$m¡Z-gm H$m¡eb CÚ_r H$mo ZE {dMma AnZmZo _| ghm`Vm H$aVm h¡ ?	 [½]
	 A)		 ImZm nH$mZm	 ~)	 gmoZm	 g)	g¥OZmË_H$Vm	 X)	 ZH$b H$aZm
	 	Which skill helps an entrepreneur to take new ideas ?	 	
	 A)	 Cooking	 B)	 Sleeping	 C)	 Creativity	 D)	 Copying

	 9.	 {ZåZ{b{IV _| go H$m¡Z-gm D$Om© òmoV ZdrH$aUr` h¡ ? 	 [½]
	 A)		 H$mo`bm	 ~)	 noQ´>mob	 g)	gm¡a D$Om©	 X)	 S>rµOb
	 	Which of the following energy source is renewable ?	 	
	 A)	 Coal	 B)	 Petrol	 C)	 Solar energy	 D)	 Diesel

	10.	 d¥jmamonU {H$g_| ghm`H$ h¡ ?	 [½]
	 A)		 àXyfU			   ~)	gVV {dH$mg	
	 g)	 dZm| H$s H$Q>mB©			   X)	Anì``
	 	Planting tree helps in	 	
	 A)	 Pollution	 	 	 B)	 Sustainable development
	 C)	 Deforestation	 	 	 D)	 Wastage

	 11.	 CYma boZ-XoZ _| dñVwE± Xr OmVr h¢	 [½]
	 A)		 {~Zm ^wJVmZ Ho$			   ~)	 nyU© ^wJVmZ Ho$ ~mX
	 g)		  wJVmZ go nhbo			   X)	Ny>Q> Ho$ gmW
	 	In a credit transaction, goods are given	 	
	 A)	 Without payment	 	 	 B)	 After full payment
	 C)	 Before payment	 	 	 D)	 With discount
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	12.	 CYma Ho$ A{YH$ma H$m Š`m AW© h¡ ?	 [½]
	 A)		 dmoQ> XoZo H$m A{YH$ma			   ~)	Iob IobZo H$m A{YH$ma
	 g)		 n¡gm CYma boZo H$m A{YH$ma	 X)	`mÌm H$aZo H$m A{YH$ma
	 	What does right to credit mean ?	 	
	 A)	 Right to vote	 	 	 B)	 Right to play games
	 C)	 Right to borrow money	 D)	 Right to travel

	13.	 dñVwE± gm_mÝ`V: H$~ dmng H$s OmVr h¡ ?	 [½]
	 A)		 O~ do ZB© hmo			   ~)	O~ do gñVr hmo
	 g)		 O~ do XmoofnyU© hmo			   X)	O~ do bmoH${à` hmo
	 When are goods usually returned ?	 	
	 A)	 When they are new	 	 	 B)	 When they are cheap
	 C)	 When they are defective	 D)	 When they are popular

	14.	 Hw$N> CËnmX Am`w-gr{_V Š`m| hmoVo h¢ ?	 [½]
	 A)		 do _h§J| hmoVo h¢			   ~)	do ~ÀMm| Ho$ {bE hm{ZH$maH$ hmo gH$Vo h¢
	 g)		 do ^mar hmoVo h¢			   X)	do Am`m{VV hmoVo h¢
	 	Why are some products age-restricted ?	 	
	 A)	 They are expensive	 	 	 B)	 They may be harmful for children
	 C)	 They are heavy	 	 	 D)	 They are imported

	15.	 A{¾e_H$ `§Ì H$m Cn`moJ {H$go ~wPmZo Ho$ {bE {H$`m OmVm h¡ ?	 [½]
	 A)		 nmZr			   ~)	Yyb
	 g)		 YwAm±			   X)	AmJ
	 	Fire extinguishers are used to put out	 	
	 A)	 Water	 	 	 B)	 Dust
	 C)	 Smoke	 	 	 D)	 Fire

	16.	 Q>r_ CZ bmoJm| H$m g_yh h¡ Omo	 [½]
	 A)		 EH$-Xygao go à{VñnYm© H$aVo h¢	 ~)	 {H$gr bú` Ho$ {bE {_bH$a H$m`© H$aVo h¢
	 g)		 Hw$N> Zht H$aVo			   X)	 Ho$db n¡go Ho$ {bE H$m_ H$aVo h¢ 
	 	A team is a group of people who	 	
	 A)	 Compete with each other	 B)	 Work together for a goal
	 C)	 Do nothing	 	 	 D)	 Work only for money
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IÊS> - ~

SECTION – B

{aŠV ñWmZm| H$s ny{V© H$s{OE &	 [8×½=4]
Fill in the blanks.	

	17.	 ñnîQ> ^mfU à^mdr ________________ _| ghm`H$ hmoVm h¡ & (g§Mma/JbV g§Mma)	 [½]
	 	 Clear speech helps in effective ________________. (Communication/

Miscommunication)

	18.	 ì`m`m_ ________________ H$mo H$_ H$aZo _| ghm`H$ hmoVm h¡ & (VZmd/YZ)	 [½]
	 	 Exercise helps in reducing ________________. (Stress/Money)

	19.	 {Z`{_V AÚVZrH$aU àUmbr H$mo ________________ aIVm h¡ & (gwa{jV/Agwa{jV)	 [½]
	 	 Regular updating keeps the system  ________________.  (Secure/Insecure)

	20.	 EH$ CÚ_r H$mo ________________ Am¡a AmË_{dídmgr hmoZm Mm{hE & 
(ZH$mamË_H$/gH$mamË_H$)	 [½]

	 	 An entrepreneur should be ________________ and confident. (Negative/
Positive)

	21.	 gVV {dH$mg ________________ H$s ajm H$aVm h¡ & (ì`pŠV/n`m©daU)	 [½]
		  Sustainable development protects the ________________. (Person/

Environment)	

	22.	 _VXmVm nhMmZ nÌ J«mhH$ H$s ________________ Xem©Vm h¡ & (Am`w/{dÎm)	 [½]
	 	 Voter ID shows the ________________ of a customer. (Age/Finance)

	23.	 ñdmñÏ` go g§~§{YV Omo{I_ H$mo ________________ Omo{I_ H$hm OmVm h¡ & ({dÎm/
ñdmñÏ`)	 [½]

	 	 Risk related to health is called ________________ risk. (Finance/Health)

	24.	 AÀN>m Q>r_ dH©$ gXñ`m| Ho$ ~rM ________________ H$m {Z_m©U H$aVm h¡ & ({dídmg/
A{dídmg)	 [½]

	 	 Good team work builds ________________ among members. (Trust/
Disbelief)
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IÊS> - g

SECTION – C

Xmo go Mma n§pŠV`m| _| CÎma Xr{OE & bKw CÎmamË_H$ àíZ &	 [8×1½=12]

Answer in two to four lines. Short answer type questions.	

	25.	 à^mdr g§Mma Ho$ VrZ bm^ {b{IE &	 [1½]

	 	 Write three advantages of effective communication.	

	26.	 {H$gr g§JR>Z _| H§$ß`yQ>a Ho$ VrZ Cn`moJ {b{IE &	 [1½]

	 	 Write three uses of computers in an organization.	

	27.	 ZH$X YZ g§^mbVo g_` ~aVr OmZo dmbr VrZ gmdYm{Z`m± {b{IE &	 [1½]

	 	 Write three precautions to be taken while handling cash.

	28.	 XmofnyU© dñVwAm| H$mo dmng H$aZo H$s à{H«$`m Ho$ VrZ MaU {b{IE &	 [1½]

	 	 Write three steps involved in the process of returning defective goods.

	29.	 Q>r_ {Z_m©U H$m _hËd {b{IE &	 [1½]

	 	 Write the importance of team building.

	30.	 Q>r_ _Zmo~b Š`m h¡ ?	 [1½]

	 	 What is team morale ?

	31.	 H$mZyZ Ho$ A§VJ©V Am`w à_mU Š`m| Amdí`H$ h¡ ?	 [1½]

	 	 Why is proof of age required under law ?

	32.	 {H$gr g§JR>Z _| H$_©Mm{a`m| H$mo hmoZo dmbr VrZ ñdmñÏ` g§~§Yr g_ñ`mE± {b{IE &	 [1½]

	 	 Write three health-related problems faced by employees in an organization.
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IÊS> - X

SECTION – D

Xmo n¥îR>m| _| CÎma Xr{OE & {Z~ÝYmË_H$ àíZ &	 [3×2=6]
Answer in two pages. Essay type questions.

	33.	 {_bmZ go Š`m VmËn`© h¡ ? boIm§H$Z _| {_bmZ Š`m| _hËdnyU© h¡ ?	 [2]
	 	 What is meant by reconciling ? Why is reconciling important in accounts ?

AWdm/OR

		  MyH$m hþAm ^wJVmZ Š`m h¡ ? MyHo$ hþE ^wJVmZ H$m H$moB© EH$ H$maU {b{IE &	 [2]
	 	 What is a missed payment ? Write any one reason for a missed payment.

	34.	 H«o${S>Q> ZmoQ> Š`m h¡ ? H«o${S>Q> ZmoQ> H$~ Omar {H$`m OmVm h¡ ? 	 [2]
	 	 What is a credit note ? When is a credit note issued ?

AWdm/OR

		  ^wJVmZ go Š`m A{^àm` h¡ ? ^wJVmZ Ho$ H$moB© Xmo àH$ma {b{IE &	 [2]
	 	 What is meant by payment ? Name any two types of payment.

	35.	 `{X {dH«o$Vm J«mhH$ H$s Am`w H$s AZXoIr H$aVm h¡ Vmo Š`m hmo gH$Vm h¡ ?	 [2]
	 	 What can happen if a seller ignores the customer’s age ?

AWdm/OR

		  {~H«$s go B§H$ma H$aZo H$s H§$nZr Zr{V Š`m h¡ ?	 [2]
	 	 What is a company policy for refusing sale ?



8

V-105	

DO
 N
OT

  W
RI
TE
 an
y

thing 


HE

RE


