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1. Answer the following in about 50 words each: 

a. What are the advantages of effective listening? 

b. Which is the main barrier to listening? 

c. What are the importances of listening skill? 

d. What are the four examples of Active listening? 

2. Answer the following: 

a. Read the following transcriptions and write in ordinary spellings: 

(i) /siti/ 

(ii) /bizi/ 

(iii) /t^b/ 

(iv) /fɑːst/ 

(v) /ˈʃʊɡə/ 

(vi) /ɑːsk/ 

(vii) /pa:t/ 

b. Mark stress on the following words: 

(i) Compose 

(ii) Submitted 

(iii) Revengeful 

(iv) Colourless 

(v) Citizen 

c. Mark and name the tone for the following sentences: 

(i) I am so Happy. 

(ii) The night was dark and stormy. 

(iii) Keep smiling. 

(iv) Please give me a glass of water. 

(v) She is no more. 

3. Answer the following: 

a. Choose the correct form of the verb that agrees with the subject: 

(i) These books ………………. (belong/belongs) to me. 

(ii) Nobody ……………… (know/knows) when he will arrive. 

(iii) You ………………… (has made/have made) your shirt dirty. 



b. Fill in the blanks with the suitable model verbs: 

(i) I read the book three times but I ……………… understand it. (ability) 

(ii) A ticket to Paris ……… cost a lot. (probability) 

c. Fill in the blanks with suitable forms of the verbs given in the brackets: 

(i) When I reached the station, the train …………… (leaves). 

(ii) Your friends ……….. for you for over an hour (wait). 

(iii) His company is greatly ……….. after (seek). 

(iv) The robber …………. Him a blow on the head (strike). 

(v) I …………… the Tajmahal last month (visit). 

d. Fill in the blanks with suitable prepositions: 

(i) We are going………………. Holiday next week. 

(ii) There is a bridge ………………... the river. 

(iii) He sat ………………. The chair. 

e. Fill in the blanks with suitable articles: 

(i) I saw ……………….. lady who is your neighbour. 

(ii) …………….. student is a learner. 

(iii) Eggs are sold by ………….. dozen. 

f. Complete the sentences with correct question tags: 

(i) He’s wearing a blue shirt ………………………….? 

(ii) Dr. Rao did not talk about technology …………………….? 

g. Convert the following sentences into passive voice: 

(i) They are drawing pictures. 

(ii) I play cricket. 

h. Rewrite the following sentences in indirect speech? 

(i) Mohan will say I can’t come. 

(ii) He said, “I was watching TV”. 

i. Correct the underline part of the following sentences: 

(i) She was carrying too many luggages.  

(ii) Your that cat has drunk all the milk. 

(iii) He boldly swimmed across the river. 

(iv) Who’s bag is this? 

(v) Mathew is best player in the team. 
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1. Answer the questions? 

a. Rewrite the following words making corrections in spellings: 

(i) Faclty 

(ii) Expres 

(iii) Simester 

b. Use punctuation marks correctly in the following sentence: 

There’s no room for error said the engineer so we have to double check every 

calculation  

c. Write a paragraph of about 50 words of the following: 

(i) Women empowerment 

(ii) Photography 

(iii) My aim in life 

2. Answer the following in about 50 words: 

(i) What is netiquette? What is it important? 

(ii) What is attitude? Explain with some expel. 

(iii) What are the various aspects of emotional competence? 

(iv) Explain in brief the process involved in SWOT analysis. 
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1. Explain the need of accounting. 

�������� ��	
�� ��
������. 
 

2. Write a brief note on purchase returns book. 

�������� 
���� ��	� к� !" 	�#���  $%�к�� &�' (���. 
 

3. Write about errors of posting. 

)* +,- �� �.)���� $/
��0 &�' (���. 
 

4. Explain the need for Bank Reconciliation. 

123�к� 	453 ��	
�� ��
������. 
 

5. Write  about capital and revenue expenditure. 

%6�5�� %
�(/ 789( �3(:� $/
��0 &�' (���. 
 

6. What do you mean by Favourable and unfavourable balances. 

;к� ���к<�=>?� %
�(/ ����к<�=>?� 123�@AB�� ���C DE��. 
 

7. What do you mean by suspense account? 

	+!FAB х:H9 ���C DE��? 

 

8. Write about petty cash book. 

0� �$I� ��	� к� $/
��0 &�' (���. 
 

9. Explain accounting concepts. 

�������� J2����� ��
������. 
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1. Journalise the following transaction. 

(i) Started business with cash Rs.45,000/- 

(ii) Goods purchased for cash Rs. 15,000/- 

(iii) Sold goods for cash Rs.8,500/- 

(iv) Paid telephone rent Rs.400/- 

(v) Sold goods to Phani Kumar Rs.1,000/- 

 

�K�8L �:&�8MN� OP�@"Q RM(���. 

(i) �$I� PS.45,000/-HT &�3)�P� )�' P�U�R9�� 

(ii) �$I� �V	� �������� RM+,� �	�� ���� PS. 15,000/- 

(iii) �$I� PS.8,500/-�K �кWX�0� �	�� ���� 

(iv) RYZ[�0� �\Z]* A �8Y^  PS.400/- 

(v) _`a к�%:�к� �Eb� �	�� ���� PS.1,000/- 

 

2. Explain the difference between cash discount and trade discount. 

�$I� c��d��� %
�(/ &�`aO3 c��d��� %53 �3H93e�� ��
������. 
 

3. Enter the following transaction in simple cash book: 

(i) July 1
st
 – Balance of cash in hand Rs. 15,000/- 

(ii) July 8
th

 – Purchased goods for cash for Rs. 3,200/- 

(iii) July 15
th

 – Sold goods for cash Rs. 4,800/- 

(iv) July 20
th

 – Received commission Rs. 650/- 

(v) July 20
th

 – Paid commission Rs. 550/- 

(vi) July 28
th

 – Paid to Satish Rs. 7,150/- 

(vii) July 31
st
 – Paid salary to the office clerk Rs.1,000/- 

(viii) July 31
st
 – Paid office rent Rs. 600/- 

�K�8L �:&�8MN� e�f9P` �$I� ��	� к��. �gI� RM(���: 

(i) h�@" 1 - RMi�. �$I� ��j PS. 15,000/- 

(ii) h�@" 8 - �$I� �V	� �������� RM+,� �	�� ���� PS. 3,200/- 

(iii) h�@" 15 - �$I� �V	� �кWX�0� �	�� ���� PS. 4,800/- 



(iv) h�@" 20 - ��I�к�� к;kA PS. 650/- 

(v) h�@" 20 - RYZ[�0� к;kA PS. 550/- 

(vi) h�@" 28 - 	lmк� RYZ[�0� PS. 7,150/- 

(vii) h�@" 31 - ��
�3�( $/%e�� к� RYZ[�0� nc� PS.1,000/- 

(viii) h�@" 31 - RYZ[�0� ��
�3�( �8Y^  PS. 600/- 

 

4. Explain the need of preparation of Trial Balance 

�'(o 123�@AB c(:
p ��	
�� ��
������ 
 

5. Rectify the following errors: 

(i) Purchases of Rs. 300/- from Ramana passed through sales book. 

(ii) Bill received from Ramu for Rs.500/- passed through Bills payable book. 

(iii) An item of Rs. 150/- relating to prepaid rent was omitted. 

(iv) Received Rs.300/- from Ajit (whose account for Rs.300/- was written off earlier) 

and posted to the credit of Amrit. 

(v) Transistor sold to Karun for Rs. 750/- passed through sales book twice. 

�K�8L �.)���� 	
�RM(���: 

(i) ������qr[  PS. P%` ����� 300/- +soB 1/t 89j
� )�u RM(1���8L. 

(ii) 
�%/ ����� PS. 500/-�K ��I�к�� v��[  v��[ �� RYZ[��I��� ��	� к� 89j
� 

7g8L��1���8L. 

(iii) PS.  w' !Xx �8Y^ к� 	�1�fL�0 150/- �	b
���1���8L. 

(iv) �yz ����� PS. 300/- ��I�к��8L (�c� х:H9 PS. 300/-�K %/�8M &�' (1���8L) 

%
�(/ �%{z �|W��}�K )* u-  RM(1���8L. 

(v) кP~�к� �2' �B	-��� PS.�K �кWX�R9P~. 750/- +soB 1/t 89j
� 
|���e�P~[  

7g8L��1���8L. 
 

 

6.  Explain the reasons for difference between cash book and pass book balances. 

��3m 1/t %
�(/ )�u 1/t 123�@AB %53 �3H93e���K $� ��P`9��� ��
������. 

7. On 31
st
 March, 2015 the cash book of a firm showed a bank balance of Rs.3,000/-.  From 

the following information, prepare a Bank Reconciliation statement, showing the balance 

as per pass book. 

(i) Cheques have been issued for Rs. 2,500/- out of which cheques woth Rs.2,000/- 

only were presented for payment. 



(ii) Cheques worth Rs. 700/- were deposited on 28.3.2015 but had not been credited 

by the bank.  One cheque for Rs.250/- was entered in cash book on 30.3.2015 but 

was banked on 3.4.2015. 

(iii) A cheque from Mohan for Rs.200/- was paid on 26.3.2015 but was dishonoured 

and the advise was received on 2.4.2015. 

(iv) Pass book showed bank charges Rs.10/- debited by the bank.  It also showed 

Rs.400/- collected by the bank as interest. 

(v) One of the debtors deposited a sum of Rs.250/- in the account of the firm on 

20.3.2015. intimation in this respect was received from the bank on 2.4.2015. 

 

31 %:
��, 2015� �к 	�	�  �к� �$I� ��	� к� PS.3,000/- 123�t 123�@AB� �� ,�8L. �K�8L 

	%:R9P� �����, )�u 1/t �'��P� 123�@AB� ����c�, 123�t 
pк�BZX�kA +s-}=>�}�� +,I� � 

RM(���. 

(i) RYк���� O�
p RM(1�9� X PS. 2,500/- ��I��. PS.2,000/- RYк���� RYZ[��� �V	� %:c'=� 

	%
�F��1�9� X. 

(ii) RYк��� ���� PS. 700/- 28.3.2015� ��)�y} RM(1�9� X ��� 123�к� 89j
� O% ����I�. 

30.3.2015� �$I� ��	� к��. PS.250/-�K �к RYк�� �gI� RM(1���8L, ��� 3.4.2015� 123�t 

RM(1���8L. 

(iii) g�A ����� PS.200/- RYк���� 26.3.2015� RYZ[�R9P~, ��� �8L ��P���1���I� %
�(/ 

	�� 2.4.2015� ��I�к��8L. 

(iv) )�u 1/t�. 123�t �9
p��� PS.10/- 123�к� 89j
� �Yv} RM(1���8L. ��:�� 123�к� �	��� 

RM+,� PS.400/-��� ���� �� �� ,�0�8L. 

(v) P~`$W��c��. �кP~ 20.3.2015� 	�	�  х:H9�. PS.250/- �H9� � O% RM��P~. 8���K 

	�1�fL�0 2.4.2015� 123�t ����� 	%:R9P� ��8L�8L. 

8. Write the characteristics of a balance sheet. 

           123�@AB �w} �к� ��`9��� &�' (���. 
 

9. From the following balances prepare a profits and loss a/c.  

 

   Particulars       Rs. 

Gross  profit     1,01,000 

Carriage outward        2,500 

Salaries         5,500 



Rent          4,100 

Fire insurance premium          900 

Bad debts         2,100 

Income tax paid        3,500 

Life insurance premium       3,000 

Discount (Dr.)           500 

Apprentice premium (Cr.)       1,500 

Printing and stationary          250 

Rent and taxes           350   

Travelling expenses          200 

Sundry trade expenses          300 

Rent received on sub-letting      1,000 

 

�K�8L ��j� ����� �:J2�� %
�(/ ���- �� a/c +,I�� RM(���. 

��
���          PS. 

	�� � �:��      1,01,000 

��3
�Q 1(���K     2,500 

nH9��      5,500 

�8Y^        4,100 

��� �%:  w'E(�     900 

���� 1��X��     2,100 

RYZ[�0� 789(�� ���   3,500 

n�c �%:  w'E(�     3,000 

c��d��� (�9.)      500 

� !'���u  w'E(� (Cr.)    1,500 

 ,'����� %
�(/ +s-k�
p    250 

�8Y^  %
�(/ �����    350 

�'(:` хP~���     200 

��5 &�3)�P хP~���    300 

 �-����  !" �8Y^ �	��@"�8L   1,000   
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1. Write the features of Business. 

������� �к	 
��
�� ��� ����. 

 

2. Write any five merits of partnership business 

�������� ������� �к	 ����� � � !"#$%
�� ��� ���� 

 

3. What are the contents of prospectus? 

��� &'(к)*
+, -.�/
0 �123? 

 

4. Write the characteristics of management. 

,��4� �к	 
��
�� ��� ����. 

 

5. What are the functions of management? 

,��4� �к	 -5�
0 �123? 

 

6. What is trade classification? 

���67� 8#9:к�� ;�2< �123? 

 

7. Write the features of sole proprietorship business. 

�=>?к �/7�/�� ������� �к	 
��
�� ��� ����. 

 

8. Write about certificate of incorporation. 

@�	#A(#B.C D#$)EF=B% �G#$�H ��� ����. 

 

9. Explain factors influence the choice of suitable form of organisation. 

;��кI
!"J� D�DK  L�MFкM'� =��=�
0 N���8� OPNQR�, -8#$�O���. 
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1. Write a detailed not on aids to trade. 

8�Sк� TU��,=V DW�/
M'� =�к0�� -8��XYк�Z� ��� ����. 

 

2. Write any five differences between public limited and private limited company. 

N[\ ] ^12_` �#$�G M'�a�b% ^12_` к�M'c
 �5� ��d�� � � RU�
�� ��� ����. 

 

3. Explain the merits and demerits of Joint Stock Company. 

7ef�% ��) ] к�M'c �к	 !"#$%
0 �#$�G ��!"#$%
�� -8#$�O���. 

 

4. Explain the contents of memorandum of association. 

!"g#��h� ij ;�k &Ffl.C �к	 -.�/
�� -8#$�O���. 

 

5. Explain the contents of articles of association. 

;�k &Ffl.C кm�
 -.�/
�� -8#$�O���. 

 

6. Explain the Fayol’s 14 principles of management. 

nop �к	 14 ,��4� DPR� 
�� -8#$�O���. 

 

7. Write an essay on levels of management. 

,��4� ��K f
M'� qк ���D� #�����. 

 

8. Explain the characteristics of planning. 

N��rк �к	 
��
�� -8#$�O���. 

 

9. Write the advantages of planning.  

N��rк �к	 N�o7�
�� ��� ����. 
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1. Explain about applications of computer. 

к������ �	
� ����  ������ ���������. 

 

2. Write about classifications of computer 

к������ ����к��� ������ � ! "�#. 

 

3. Explain cache memory. 

� $ %&'��( ���������. 
 

4. Explain about different types of programming languages. 

��) �� � *+! , - .�/ 01�� ������ ��������� 

 

5. How to inserting and deleting rows and columns in MS-word? 

MS-word�2 �#34  ��56�7 '��"� (�7�8 ��56��9 :;	
<��#� '��"� =>�,���#� ?�@? 

 

6. Write the steps for inserting pictures with different style in MS-word. 

MS-word�2 �A�B CDEF=G �=H! ��9 :;	
<���H(�I Jш��9 � ! "���. 
 

7. Write about logical functions. 

�@LкM N�O��  ������ � ! "���. 

 

8. How to creating, opening and saving a work book in Excel? 

?�PQM�2 ��R S�T�9 ?�@ 6UV
W��#�, =X��#� '��"� YZ[ :\"#�? 

 

9. Write about features of power Point. 

��� * ]�^ _кR �O�H� ������ � ! "���. 
 

10. Write a short note on custom animations. 

к6W` "@(%a�b�	cd ��B �'(к�9 � ! "���. 
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1. Explain about basic organization of computer. 

к������ _кR * ! e.к 6�6f  ������ ���������. 
2. Explain input and output devices in computer. 

к�������2( gb�8^ '��"� ��8^�8^ ���к� ��9 ���������. 
 

3. Briefly explain different types of softwares. 

��) �� � h iW�j���9 к7� �k �,  ���������. 
 

4. Explain about primary memory and secondary memory. 

	cdl'�� %&'�� '��"� Ycк�#�� %&'�� ������ ���������. 

 

5. Explain about different formatting styles, in MS-word. 

MS-word�2 ��) m � n�o�/ CDE�7� ������ ���������. 
 

6. Explain Mail merge. 

%&]M �pqH(B ���������. 

 

7. Write about different types of charts in MS-Excel. 

MS-Excel�2 ��) �� � :H�W� ������ � ! "���. 
 

8. Explain mathematical functions in MS-Excel. 

MS-Excel�2 ��rs �)9��9 ���������. 
 

9. Explain the procedure for creating a presentation in Power Point. 

��� * ]�^�2 	c!tP��u�b�9 �v*w �xy�:\ �zHqH(B ���������. 

 

10. Briefly explain the parts of power point window.  

��� * ]�^ ���{  01, ��9 к7� �k �,  ���������. 


