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Candidates must write the Code on the 

title page of the answer-book. 

 
Series HMJ  Code No.  197 

 

 

Roll No. 

 

TYPOGRAPHY & COMPUTER APPLICATIONS 

(ENGLISH) (OLD) 

Time allowed : 2 hours Maximum Marks : 30 

1. This question paper contains 21 questions out of which the candidate needs to 

attempt only 16 questions. 

2. Question paper will be divided into two sections : 

 (i) Section A :  

  Multiple Choice Questions/Fill in the blanks/Direct questions : There are  

12 questions of 1 mark each. Candidates need to attempt any 10 questions. 

 Short answer type questions : There are 7 questions of 3 marks each. 

Candidates need to attempt any 5 questions. 

 (i) Section B :  

  Long answer/Essay type questions : There are 2 questions of 5 marks each. 

Students need to attempt any 1 question.  

 Please check that this question paper contains 3 printed pages. 

 Code number given on the right hand side of the question paper should be 

written on the title page of the answer-book by the candidate. 

 Please check that this question paper contains 21 questions. 

 Please write down the Serial Number of the question in the answer-book before 

attempting it. 

 15 minute time has been allotted to read this question paper. The question 

paper will be distributed at 10.15 a.m. From 10.15 a.m. to 10.30 a.m., the 

students will read the question paper only and will not write any answer on the 

answer-book during this period. 
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 SECTION A 

Answer any ten questions from the following :  110=10 

1. What is Business Correspondence ? 1 

2. How many styles are there of Typewriting letters ?  1 

3. State the use of signs ‘trs’ and ‘stet’ in manuscript. 1 

4. A __________ is used for internal communication between __________ and 

__________ . It is never sent outside the organisation. 1 

5. What is a Formula in Excel ? 1 

6. What is slide transition ? 1 

7. Which command is used to save PowerPoint Presentation ? 1 

8. How does a search engine help to search for a file ? 1 

9. What is the use of Search bar ? 1 

10. Write one advantage of E-mail. 1 

11. Priya wants to send an E-mail to her friend. Help her to write any one 

valid E-mail address. 1 

12. Is Modem Hardware or Software ? Justify your answer. 1 

Short answer type questions. Answer any five questions from the following : 35=15 

13. Office order is a tool of downward communication. It travels from the 

higher-ups down to the subordinates. Explain.  3 

14. What is the procedure of preparing a fair copy of the manuscript ? 3 

15. What is DO (Demi Official) letter ? 3 
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16. Supriya wants to calculate the sum and average of total marks of three 

subjects like English, Science and Maths. Write a formula in Excel for the 

same. 3 

17. What is a Workbook ? How do you format the text in a Worksheet ? 3 

18. What is a Slide Master ? How does Slide Master help to add a theme to the 

slide and change the background of the slide ? 3 

19. What is an Antivirus ? How do Worms differ with Trojan Horse ? Explain. 3 

 

SECTION B 

Answer any one question from the following : 51=5 

20. Write an office order regarding the transfer of an employee from head 

office to take over the independent charge of a unit. 5 

21. What is Style in Excel ? How do you format a worksheet using Style ? 

Explain.    5 

 

Downloaded From :http://cbseportal.com/

Downloaded From :http://cbseportal.com/ Courtesy : CBSE

http://cbseportal.com/
http://cbseportal.com/


 .341 1 P.T.O. 

narjmWu H$moS >H$mo CÎma-nwpñVH$m Ho$ _wI-n¥ð 
>na Adí` {bIo§ & 
Candidates must write the Code on the 
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 ZmoQ>  NOTE 

(I) H¥$n`m Om±M H$a b| {H$ Bg àíZ-nÌ _o§ _w{ÐV 
n¥ð> 11 h¢ & 

(I) Please check that this question 

paper contains 11 printed pages. 

(II) àíZ-nÌ _| Xm{hZo hmW H$s Amoa {XE JE H$moS 
>Zå~a H$mo N>mÌ CÎma-nwpñVH$m Ho$ _wI-n¥ð> na 
{bI| & 

(II) Code number given on the right 

hand side of the question paper 

should be written on the title page of 

the answer-book by the candidate. 

(III) H¥$n`m Om±M H$a b| {H$ Bg àíZ-nÌ _|  
>42 àíZ h¢ & 

(III) Please check that this question 

paper contains 42 questions. 

(IV) H¥$n`m àíZ H$m CÎma {bIZm ewê$ H$aZo go 
nhbo, CÎma-nwpñVH$m _| àíZ H$m H«$_m§H$ 
Adí` {bI| & 

(IV) Please write down the Serial 

Number of the question in the 

answer-book before attempting it. 

(V) Bg  àíZ-nÌ  H$mo n‹T>Zo Ho$ {bE 15 {_ZQ >H$m 
g_` {X`m J`m h¡ &  àíZ-nÌ H$m {dVaU 
nydm©• _| 10.15 ~Oo {H$`m OmEJm &   
10.15 ~Oo go 10.30 ~Oo VH$ N>mÌ Ho$db 
àíZ-nÌ H$mo n‹T>|Jo Am¡a Bg Ad{Y Ho$ Xm¡amZ 
do CÎma-nwpñVH$m na H$moB© CÎma Zht {bI|Jo & 

(V) 15 minute time has been allotted to 

read this question paper. The 

question paper  will  be  distributed 

 at 10.15 a.m. From 10.15 a.m. to 

10.30 a.m., the students will read the 

question paper only and will not 

write any answer on the  

answer-book during this period. 

Q>mBnmoJ«m\$s VWm H$åß`yQ>a AZwà`moJ (Z`m) 
TYPOGRAPHY & COMPUTER APPLICATIONS (NEW) 

{ZYm©[aV g_` : 3 KÊQ>o   A{YH$V_ A§H$ : 60 

Time allowed : 3 hours Maximum Marks : 60 
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gm_mÝ` {ZX}e : 

(i) Bg àíZ-nÌ _| Xmo IÊS> h¢ — IÊS> H$ : amoOJma H$m¡eb Am¡a IÊS> I : {df` H$m¡eb & 

(ii) IÊS> H$ : amoOJma H$m¡eb (10 A§H$) 

  {XE JE 6 àíZm| _| go {H$Ýht 4 àíZm| Ho$ CÎma Xr{OE & àË`oH$ àíZ 1 A§H$ H$m h¡ & 

  {XE JE 5 àíZm| _| go {H$Ýht 3 àíZm| Ho$ CÎma Xr{OE & àË`oH$ àíZ 2 A§H$ H$m h¡ & 

(iii) IÊS> I : {df` H$m¡eb (50 A§H$) 

  {XE JE 12 àíZm| _| go {H$Ýht 10 àíZm| Ho$ CÎma Xr{OE & àË`oH$ àíZ 1 A§H$ H$m h¡ & 

  {XE JE 7 àíZm| _| go {H$Ýht 5 àíZm| Ho$ CÎma Xr{OE & àË`oH$ àíZ 2 A§H$ H$m h¡ & 

  {XE JE 7 àíZm| _| go {H$Ýht 5 àíZm| Ho$ CÎma Xr{OE & àË`oH$ àíZ 3 A§H$ H$m h¡ & 

  {XE JE 5 àíZm| _| go {H$Ýht 3 àíZm| Ho$ CÎma Xr{OE & àË`oH$ àíZ 5 A§H$ H$m h¡ & 

(iv) Bg àíZ nÌ _| 42 àíZ em{_b h¢ {OZ_| go 30 àíZm| Ho$ CÎma XoZo h¢ & 

(v) g^r àíZm| Ho$ {deof ^mJ/IÊS> H$mo ghr H«$_ _| H$s{OE & 

(vi) A{YH$V_ g_` 3 K§Q>o h¡ & 

 IÊS> H$ : amoOJma H$m¡eb  (10 A§H$) 

{XE JE 6 àíZm| _| go {H$Ýht 4 àíZm| Ho$ CÎma Xr{OE & àË`oH$ àíZ 1 A§H$ H$m h¡ & 14=4 

1. g§Mma {H«$`m _| g§Xoe _______ dmbm ì`{ŠV [agrda hmoVm h¡ &  1 

(A) EZH$moS> H$aZo  

(B) {S>H$moS> H$aZo  

(C) {bIZo 

(D) [aH$m°S>© H$aZo 

2. emB©Zg EH$ _______ amoJ h¡ & 1 

(A) _mZ{gH$  

(B) ^m¡{VH$ 

(C) _m¡g_r 

(D) Q>{_©Zb 
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General Instructions : 

(i) This question paper consists of two parts viz. Section A : Employability 

Skills and Section B : Subject Skills.  

(ii) Section A : Employability Skills (10 Marks) 

  Answer any 4 questions out of the given 6 questions of 1 mark each. 

  Answer any 3 questions out of the given 5 questions of 2 marks each. 

(iii) Section B : Subject Skills (50 Marks) 

  Answer any 10 questions out of the given 12 questions of 1 mark each. 

  Answer any 5 questions from the given 7 questions of 2 marks each. 

  Answer any 5 questions from the given 7 questions of 3 marks each. 

  Answer any 3 questions from the given 5 questions of 5 marks each. 

(iv) This question paper contains 42 questions out of which 30 questions are to 

be answered. 

(v) All questions of a particular part/section must be attempted in the correct 

order. 

(vi) The maximum time allowed is 3 hrs.   

 SECTION A : Employability Skills  (10 Marks) 

Answer any 4 questions out of the given 6 questions of 1 mark each. 14=4  

1. In the communication process, a receiver is the person who _________ a 

message.    1 

(A) encodes  

(B) decodes  

(C) writes 

(D) records  

2. Shyness is a _________ illness.  1 

(A) mental 

(B) physical  

(C) seasonal 

(D) terminal  
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3. Vm¡a VarHo$ _| gmYmaU _______ _mJ©X{e©H$mE± hmoVr h¢ & 1 

(A) ~Vm©d  

(B) b‹S>mHy$  

(C) {H«$EqQ>J  

(D) {S>ßbmo_¡{Q>H$  

4. eãXmdbr ‘bit’ _______ {S>{OQ> Ho$ {bE h¡ & 1 

5. ñQ>¡ZmoJ«m\$a Ho$ nX Ho$ {bE ________ H$s Hw$ebVm H$s Amdí`H$Vm hmoVr h¡ & 1 

(A) emQ>©h¢S> VWm Q>mB©qnJ  

(B) {JZVr VWm JUZm  

(C) JmZo VWm Z¥Ë` 

(D) _mJ©Xe©Z VWm n‹T>mZo  

6. ì`mnma EH$ ________ J{V{d{Y h¡ & 1 

(A) Ym{_©H$  

(B) amOZr{VH$  

(C) gm_m{OH$ 

(D) Am{W©H$ 

{XE JE 5 àíZm| _| go {H$Ýht 3 àíZm| Ho$ CÎma Xr{OE & àË`oH$ àíZ 2 A§H$ H$m h¡ & 23=6 

7. ‘{MaH$m{bH$ VZmd EH$ dh VZmd h¡ Omo {H$ bmoJm| na {XZ-à{V{XZ H$m_ H$aVm h¡ &’ {ddoMZm 

H$s{OE & 2 

8. _m¡{IH$ g§Mma Ho$ {H$Ýht Mma bm^m| H$s {ddoMZm H$s{OE & 2 

9. à¡µOÝQ>oeZ Ho$ {bE AmË_-{dídmg {H$g àH$ma ~ZmE±Jo ? 2 

10. BÝQ>aZoQ> Š`m h¡ ? 2 

11. CÚ_erbVm _| Š`m-Š`m g_ñ`mE± Am gH$Vr h¢ ? 2 
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3. Manners involve general _________ guidelines.  1 

(A) behavioural 

(B) fighting 

(C) creating  

(D) diplomatic  

4. The term Bit stands for _________ digit.  1 

5. _________ skills are required for the post of Stenographer.  1 

(A) Shorthand and Typewriting  

(B) Counting and Calculating  

(C) Singing and Dancing 

(D) Guiding and Teaching  

6. Business is a/an _________ activity. 1 

(A) religious  

(B) political  

(C) social 

(D) economic  

Answer any 3 questions out of the given 5 questions of 2 marks each. 23=6 

7. ‘Chronic stress is the stress that wears at people day after day.’ Explain. 2 

8. Explain any four advantages of oral communication.   2 

9. How can you build self-confidence for a presentation ?  2 

10. What is Internet ? 2 

11. What may be the problems in Entrepreneurship ?  2 
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 IÊS> I : {df` H$m¡eb  (50 A§H$) 

{XE JE 12 àíZm| _| go {H$Ýht 10 àíZm| Ho$ CÎma Xr{OE & àË`oH$ àíZ 1 A§H$ H$m h¡ & 110=10 

12. ì`mnm[aH$ nÌm| H$s _______ e¡{b`m± hmoVr h¢ & 1 

13. _¡Ý`wpñH«$ßQ> _| N.P. {M• H$mo _______ Ho$ {bE Cn`moJ {H$`m OmVm h¡ & 1 

14. _______ dH©$erQ> S>oQ>m H$m J«m{\$H$b {Zê$nU h¡ & 1 

15. E-ì`mnma _| ì`mnma H$mo _______ na {H$`m OmVm h¡ & 1 

16. _m¡{IH$ à¡µOÝQ>oeZ Ho$ _______ _w»` CÔoí` h¢ & 1 

17. ñH¡$Q>a MmQ>© H$mo _______ Ho$ ê$n _| ^r OmZm OmVm h¡ & 1 

18. AmnH$s ñbmB©S> Ho$ bo-AmCQ> H$mo ~XbZo Ho$ {bE H$_m§S> H$m¡Z-gm _rZy XoVm h¡ ? 1 

19. D.O. nÌ _| H$ånbr_¡ÝQ>ar ŠbmoO Ho$ {bE Q>mB©namB©qQ>J _| {H$g eãX H$m Cn`moJ {H$`m OmVm 

h¡ ? 1 

20. gM© {H$E Q>¡ŠñQ> Ho$ ñWmZ na AÝ` Q>¡ŠñQ> aIZo Ho$ {bE _________________ H$_m§S> 

ghm`Vm H$aVm h¡ & 1 

21. _¡Ý`wpñH«$ßQ> H$s n[a^mfm H$s{OE & 1 

22. EH$ Z`o à¡µOÝQ>oeZ H$mo _______________ H$s H$mo X~mH$a god {H$`m Om gH$Vm h¡ & 1 

23. SMTP H$m nyU© ê$n _______ h¡ & 1 
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 SECTION B : Subject Skills  (50 Marks) 

Answer any 10 questions out of the given 12 questions of 1 mark each. 110=10 

12. There are _________ styles of Business Letters.  1 

13. N.P. sign is used in manuscript for _________.  1 

14. A _________ is a graphical representation of worksheet data.  1 

15. E-business is the conduct of business on the _________.  1 

16. Oral presentations have the _________ basic purposes.  1 

17. Scatter chart is also known as _________ chart.  1 

18. Which menu provides a command to change the layout of your slide ? 1 

19. Name the word to be used in typewriting for a complimentary close in a 

D.O. letters.   1 

20. _________ command helps in substituting the searched text with some 

other text.   1 

21. Define Manuscript.  1 

22. A new presentation can be saved by pressing _________ keys.  1 

23. The full form of SMTP is _________.   1 
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{XE JE 7 àíZm| _| go {H$Ýht 5 àíZm| Ho$ CÎma Xr{OE & àË`oH$ àíZ 2 A§H$ H$m h¡ & 25=10 

24. {H$Ýht Mma àH$ma Ho$ ì`mnm[aH$ nÌm| Ho$ Zm_ {b{IE & 2 

25. {ZåZ{b{IV _¡Ý`wpñH«$ßQ> {M• Š`m ~VmVo h¡ ? 2 

(A) trs. 

(B)
  

(C)
  

(D) ctr. 

26. dH©$erQ> VWm dH©$~wH$ _| Š`m AÝVa h¡ ?  2 

27. S´>m¡n H¡$n Š`m h¡ ? 2 

28. MS nmdanm°B§Q> _| CnbãY ñQ>¡ÝS>S>© bo-AmCQ> H$m¡Z-H$m¡Z go h¢ ? 2 

29. gdm©{YH$ bmoH${à` gM© B§OZm| Ho$ Zm_ {b{IE & 2 

30. B©-_ob Š`m h¡ ?  2 

{XE JE 7 àíZm| _| go {H$Ýht 5 àíZm| Ho$ CÎma Xr{OE & àË`oH$ àíZ 3 A§H$ H$m h¡ & 35=15 

31. go_r-ãbm°ŠS> VWm nyU©V`m ãbm°ŠS> e¡{b`m| Ho$ nÌm| _| AÝVa ~VmBE & 3 

32. B©-ì`mnma H$s n[a^mfm H$s{OE & 3 

33. bmB©Z-MmQ>© VWm nmB©-MmQ>© _| Š`m AÝVa h¡ ? 3 

34. nmdanm°B§Q> qdS>mo Ho$ Zm_ {b{IE VWm {H$gr EH$ H$s {ddoMZm H$s{OE & 3 

35. B©-dm{UÁ` Š`m h¡ ? {ddoMZm H$s{OE & 3 

36. B©-_ob Ho$ bm^ Š`m h¢ ? 3 

37. dS>© àmogoqgJ H$moÝg¡ßQ> na g§{jßV {Q>ßnUr {b{IE &  3 
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Answer any 5 questions from the given 7 questions of 2 marks each. 25=10 

24. Give the names of any four types of business letters.  2 

25. What do the following manuscript signs indicate ?  2 

(A) trs. 

(B)
  

(C)
  

(D) ctr. 

26. What is the difference between Worksheet and Workbook ? 2 

27. What is Drop Cap ? 2 

28. What are the standard layouts available in MS PowerPoint ?  2 

29. Write the names of the most popular search engines.  2 

30. What is an e-mail ?  2 

Answer any 5 questions from the given 7 questions of 3 marks each. 35=15 

31. Differentiate between Semi-Blocked and Fully-Blocked styles of letters.  3 

32. Define e-business.   3 

33. What is the difference between Line chart and Pie-chart ? 3 

34. Write down the names of the PowerPoint Window and explain any one.  3 

35. What is e-commerce ? Explain. 3 

36. What are the advantages of e-mail ?  3 

37. Write a short note on Word Processing concepts.  3 
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{XE JE 5 àíZm| _| go {H$Ýht 3 àíZm| Ho$ CÎma Xr{OE & àË`oH$ àíZ 5 A§H$ H$m h¡ & 53=15 

38. _o_moa¡ÝS>_ (kmnZ) Š`m h¡ ? Bg ê$n Ho$ Am{YH$m[aH$ nÌmMma Ho$ bm^ Š`m h¢ ? 5 

39. _¡Ý`wpñH«$ßQ> go \o$`a à{V H$mo Q>mB©n H$aZo _| Ü`mZ {XE OmZo dmbo {~ÝXþAm| H$s {ddoMZm 

H$s{OE & 5 

40. BboŠQ´>mo{ZH$ ñà¡S>erQ> H$m _hÎd Š`m h¡ ? 5 

41. \$m°_£qQ>J Amdí`H$ Š`m| h¡ ? EH$ g§»`m Ho$ {S>\$m°ëQ> EbmB©Z_¡ÝQ>, Q>oŠñQ> VWm ñà¡S>erQ> _| 

\$m_y©bm go Š`m A{^àm` h¡ ? 5 

42. nmdanm°B§Q> _| à¡µOÝQ>oeZ H$mo {H$g àH$ma V¡`ma {H$`m OmVm h¡ ? {ddoMZm H$s{OE & 5 
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Answer any 3 questions from the given 5 questions of 5 marks each. 53=15 

38. What is a memorandum ? What are the advantages of this form of official 

correspondence ?  5 

39. Explain the points to be kept in mind at the time of typewriting a fair 

copy from manuscripts.    5 

40. What is the significance of electronic spreadsheets ?  5 

41. Why is formatting necessary ? What is the default alignment of number, 

text and formula in a spreadsheet ?  5 

42. How can you create a presentation in PowerPoint ? Explain.   5 

 

 

Downloaded From :http://cbseportal.com/

Downloaded From :http://cbseportal.com/ Courtesy : CBSE

http://cbseportal.com/
http://cbseportal.com/

	Typography & Comp. App. English.pdf
	Typography & Computer App. (New).pdf

