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"\ -klliu

Q.1 Select the most appropriate alternatives M’Hﬂi‘ﬁMl ¥ A -=uf ﬂﬁ)
1) Purchase of revenue stamp will be recorded in ! L
a) sundry expenses b) postage - €) ledger afe. £

2) Depreciation arises because of :
a) fall in the value of asset b) damage ¢) inflation

3) Additional cash introduced in business is recorded in ;
a) Cash Book b) bank reconciliation statement  ¢) petty Cash Book

4) In case of a cheque, cash book is debited.
a) issued b) deposit ¢} dishonoured

5) Payment made for envelopes will be recorded in column of petty cash book.
a) Postage b) sundry expenses ¢ Printing and stationery

6) The amount of depreciation charged on machinery is debited to account.
a) Depreciation b) machinery <) profit and loss

is an acknowledgement of the amount received from customers.
b) Cheque ¢) Cash memo.

7N

a) Receipt

8) In a petty cash book all the heads of expenses (columns) are prepared for making payments towards

a/c except ledger a/c.
b) only nominal a‘c ) nominal and real a/c.

a) Personal and nominal a/c
account,

9) Bank column in the cash book represents

a) fixed deposit b) current ¢) recurring deposit

10) The ammlmﬂzedﬂﬂ;cmdafwoﬂdmﬁfeofmmct is known as
1 value c}readua.‘lw]ue,;_ i




substitute aﬂ_d-ﬁlmiﬂ"ﬂ"" (©3)

0.3 Give one word /Term/ Phrase which can
suitable columns.____——

1. Name of petty cash hmkmwhinhpaynmﬁsld:ilrﬂdm

2. An account in which balance ofupmwanmwnmhni______——-—

3. Name of the subsidiary book hmmﬁm—wuwuwmm‘w“‘"
will be recorded.

J.Apemnwhnhnﬂiud:inlﬁnmumhpenycﬂhh. ——

S.Tkmﬂndofmpmdlﬁmhﬂhhdepeciuﬁnnhulcﬂﬂdmhﬁwmm,_——r——'

Qdmmmmuaﬁmmm-uﬁmmmwhgmuﬁmwﬂl
mﬁ:m mhmm;m“mmmummmnmapﬂ

& Dirlﬂdepmitmﬁsbyﬂmmmerhmumncwdd in cash book. (Add/Less)

2. Interest on investment collected wmmbmmﬂmmm@,ﬁ_w@wuu}

____—n—!——""

'3, Credit side of pass book is undercast. (Add/Less)
4 Wﬁpﬁwdhtm:lwed. {Add/Less)
g -wwmmﬁpmﬂfurpuymm (Add/Less)

iﬂiﬁﬂﬂlﬂ*ﬁiﬂ
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Q.1 Read the following statements and fill in the blanks with the suitable option: (15)

1. 156 citizens have been selected as FOTP by __ e

a) state government  b) Pune traffic police ) Mumbai traffic police d) central government
2. In the poem *Masching song’ darkness of night refers 1o 3 e
a) independence  b) British's rule  c) midnight time d) injustice and crime

3. The FOTP volunteers act as co-ordinators between ~_ and waffic police.
a) drivers b) pedestrians  c) citizens d) auto rickshaw drivers,
4. The presence of FOTP the tension regarding traffie violations.

a) Increases  b) diffuses ) creates  d) develops

5. Matrilineal society exists in
a) Mizoram  b) Meghalaya <) Sikkim  d) Tripura

6. was in love with the most beautiful Reed.

a) Swallow b) Happy Prince  ¢) Town Councilor  d) Poet
i o sits on a greal granite stone and watches the stars, all might long.

a) Happy Prince  b) God Memnon  c) Sphinx d) King of the mountains
8. Swallow gave one of the sapphire 10 -

a) the seamstress  b) the writer ¢) the poor boys  d) the maid
9. “We must build new Tajmahal’ means

e ——— . .

a) create a replica of Tajmahal  b) build other monument as beautiful as Tajmahal
c) bring back lost glory d) we should remember the past
10. In the poem, ‘Marching Song’,




I]‘mmnﬂn'sluwhmmpuﬂllu /
g)sun b)rain €) roof  d) house
became H.tﬂ!'.__l'l'__-’__,_._/——'—"'""' 2

14, The figure of speech in the line," We

a) Metaphor  b) Metonymy ¢) Simile d) Repetition
mmuutmwmﬂ______.__—-——-—-

15. The urban houschold income has

L2 S g SR o
) Women arc taking up two jobs b) per capita income has doubled c)mn‘!whﬂm
d]nu.ufpmphinﬂwhmhuudm.. . |

Q.2 Match the following: (5) |

A Ans, B

1. The dead to life we shall bring T 1) Alliteration
P2 wmmm“mhmw b) upto USS 14.19 billion
S.chhqilhmbyium - ) 1 11%+- A
mmhmmmwmu __ dns%

5. Marching to the mill < o ¢) Antithesis
1) Personification
) 110%

Q.3 State whether the statements are true or false: (5)

There is a growing financial independence of women in Indin.
posed to Jose their |-card if they misuse it

1
2, The FOTP are sup
4, Leh and Ladakh charms us with their sow clad mountains.
4, North cast India is a lush green paradise.

5. North India is the home of Ayurveda and exolic spices.

-it-#ilnottitiii-ttit




PRAHLADRAI DALMIA LIONS COLLEGE OF COMMERCE & ECONOMICS
FYIC 2" UNIT TEST 2019

Subject ;: Secretarial Practice

Duration : 1 hr ‘Max. Marks : 25
invigilator's Sign: Examiner’s Sign
Select the correct answer from the possible choices given below and fill in the blanks. 25
1. Notice of general meeting must be sent to all members days before the meeting.
(21, 24, 14)
2. Minutes must be recorded within days of the conclusion of the meeting. (60, 90, 30)
3. When poll is demanded it must be taken within hours. (36, 12, 48)

4, Ordinasy resclution is passed with majority. (51%, 75%, 100%)

5. resolution is passed with % majority.  [Ovdinary, special, resolution by circulation)
6. The right of casting vote is given to the . |Director, secretary, chairman)
7. A proxy can vote in case of voting by . [Pall, ballot, division)

B. Voting by pollis a method of voting.  (Democratic, capitalistic, communist)

9, The term meeting is derived from the Latin word . [mocha, maeta, meet)
10. means list of items to be transacted at the meeting.  (Agenda, Notice, Quorum)
11. is a proposal put before the meeting for discussion and decision,

{Substantive motion, Motion, Amendmaent]
12, is a secret method of voting. [Ballot, show of hands, voting by division)

13. is appointed by a member to attend and vote at the meeting.
{Chairman, Board of director, Proxy)

14. The secretary has to prepare after the meeting. (Resolution, notice, minutes)

15. An extra ordinary meeting is held g ,
{Once in a year, once in the life time, under special r.Im-nmm_al .

16. A statutory meeting is held
{Once in a year, once in the life time, under special :lmunm Ci

17. Declaration of dividend requires
{Ordinary, special, resolution requiring special notice)

18. Motice of the Meetingisdraftedin____ tense.
19, report is prepared before statutory m
20,

are elected representative of ihllﬂ'ﬂj



21. Minutes of the meeting are recorded in tense. (Past, present, future)

22 means minimum number of members required to be present at the meeting. g
23, is an alteration 1o the original motion. {Point of arder, Amendment, Quorum) '1
24. A motion which Is changed due to amendment is called ___motion.
(substantive, formal, closure) il :
25, is an intimation stating day, date, tine and place of the meeting.
{Motion, quorum, notice}
SRR EEER R REY
f
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Duration: 1 hr.
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Invigilator’s Sign:

Fill in the blanks with the suitable options given below. RIS - i 25

L

is the organized efforts of enterprises to supply customers with goods and
services for a profit. i, ok 5
a. Government b, Society c. Business. o
Environment is derived from the French word
a.  Enviro b. Environ ¢, Envimo.

a International b. Foreign  c. Internal

The two components of External Environment are e and Threats.
a. Strength b. Opportunities ¢. Weakness

analysis is the systematic approach to understanding the Business

Environment.
a. SWOT b. SWAT ¢ SWUT

Factors of Internal Environment are
a. Controllable b. Siable c. uncontrollable

. Changes in the ruling Government is an aspect of Biivirox :

a. Economic b. Political ¢ Social

Changes in the Trade Policy of the government is an aspect of _
Environment. L
a. Legal b. Economic

Values of any society are an as
a. Social b. Eco




ﬂﬂpﬂvﬁmmpuhlwm

iscalled
b. Liberalization ¢ Privatization

17. The

g

i&ﬁm;wmmwmm were sick were referred to the .
- aBIFR b. IDBI ¢. Government |

system means owned by mmﬂmuﬂ

7 il
g :
a. Capitalist b. Socialist ¢. Mixed
20. lhhmuﬂhaﬁonpmu.Tnhullmupm years for
Industries being set up in backward arcas.
a. Five b. Ten c. Seven
21. Nﬂodﬁwl’riﬂti:ﬂionis
tmmulbmmmﬁmmﬁ.
b. Reduction in labour problems.
c. Fmdmtusﬁtmhdnmmwpﬂtofﬂwmﬂd-
1

institution.

22 Minlwulhdu
a, Economic b. Educational ¢. Political

7. China adopted privatization in the area of agric
a. 1988 b. 1998 &

24. Levelof
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et : - : —
A T ROWNO. L i Mﬂlﬂhlﬂ | |
Lo = & e 1
Invighator's Sign: ! ner's H
SRR ‘ o Lﬂ s 1 J
Note: 1) All questions are compulsory.

2) Figures to the right indicate full marks.
mlﬂllnwmm:lnmmhmthz given alternatives in each of the
following: (1x5 = 5)

3
C illfl" ‘:uﬂmntheualutof xis
1 x+2
a o0 b) 1 c) 2 d) 3
i) 24sh Terms ofthe AP. 5,811,148, ...covvnv is s
a) 17 b) 24 c) 74 d) 8d
inifn=15,r=15 2
Nn=15r= .then the value for A(n-r)! is
a) ©0 b) 15 c) 30 d) 1

i) The value of ' C s

s) 120 b 170 (4] 150 d) 190

W) 1 X, =450, 3 p, =350.the value of price index number is

3) 12257 b} 128.57 ¢ 12057 d)
q;nmnndmmmmmﬁmmamn alternatives in eac
following: 2%
1) IfZMnnli.zpﬁ.ﬂm-l- ﬁx.zp.q, =Tand Enq, =10+ 2x. _. .-

the value of x is




2) The cost of living index number is If 3" W =20and ) /W =2580.

a) 130 b) 258 c) 120 d) 129

3) Therem3identicalbnok:on£rngiﬂ1.4iﬂuﬁﬂlbnuhmthdllndzﬁalttﬂhm.
on Mathematics. The distinct ways can they be arranged on a shelf is

a) 1240 b) 1250 c) 1260 d) 1270
4) if [n+l}!=42(n—l)!.The.yalued n is

a) (] b} 7 c} -6 d) -7
5) The value of *(, -»¢,is

a) 930 b) 940 0 945 d) 950

6) The value of k is If the following equations are consistent: '

x+3y=-22x+4y=k,x-2y=3k

a) GRS 4 Q. ARSI e ;

7) The area of the triangle whose vertices are (4,5).(0,7) and (—-L1) is
Square unit. i

a) 10 b) 13 c) 15 d) 18
8) Thesumof 1+4+7+11+............ to 22 terms is

a) 725 b) 720 c) 715 d) 710

-
9) ifforaG.P.a=7,r= —:I; , the value of 1, terms is
7 7 7
0 N ‘:41 935 9 25

10) Using determinants the following points .4(3,1)‘5(4!-

are

a) linear  b) Parallel ¢
5 ‘Bl
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Chose the correet word from the possible chaices given below and Tl in fhe blanks. 25
1. annuﬁgmwnhmmﬂkm&mh - (not possible, possible, neutral).
2. Industrial development increases

- (poverty, unemployment, urbanisation)
3. is national income divided by the total population,

{Pﬂwﬁmimm:.puuplummyim.mmmpmy

4.

——

does not lead 10 structural change in the economy. ____
(Economic growth , Economic development , Industrial development)
5. Economics development should accompany

(space research , technological up gradation , environmental conservation)
6. devel

opment should be the goal of every country. (Physical , Economic , Sustainable)
7. With economic development, the share of

(agriculture, defense, industry)

increases in the GNP.

8. Economics growth means

9. India HD! rank in 2010 is

.{muumm,lmwmut.mmmm)
(127,120,119)
10. Life expectancy at birth according 0 2011 eensus is

11. HDI is development by
12.

13

and co-operation. (FEconomic
14.As per the HDI report of 20
15.The average number of

(7.5 year,9.3 year,10.3;



IT-MWEMEMMan.mlMMmhh
18. Life expectancy at birth has shown continuous_________in India, (increase, decrease,
consistency) '

- —
ok

HD group.

19, India has adopied

_policy of sconomic development since1991. (Liberal,
restrictive, normal) ! R '
20. The process of reducing the role of the govemment in economic activities is
called

. (Liberalisation, globalisation, privatisation)

21. Competition helpsto___ the prices. (increase, reduce, keep stable)

22. First five year plan was started in the year

. (1950, 1951, 1961)

use of resource. (minimum, maximum, optimum)
(2000, 2002, 2003)

__is the Ex-officio chairman nfplmmngcnmuiu 1
Mnlm PﬂmaMmpl'nndm)

24.10th Five Year mmmhmm
2,

FRERRRRRRE SRR
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mvgiatorssgn: | Sxsmineration
Q1 Complétez le mot oul expression juste e 10

8) -esesesee ont inventé le premier ballon volant. (les fréres Lumiéres, Maric et Pierre Maric,
les fréres Montgolfier, Victor Hugo)

b) —eaesenneest un stade de tennis { Sophia Antipolis, Ronald Garros, Lavoisier,
Versailles) :

C) =memeesmsmezeeeeseceegst la mer entre " Angleterre et la France (La Loire, Le Rhin, La Manche, La
Seine)

d) —---eeemeeee--femme est belle(ce, ces, cet, cetie)

€) =mmmsmemmnmeee|égumes ,aimez-vous? (quel, quels, quelles, quelle)

f) ssmmeememne-s0nt lcs montagnes entre |' Halic et la France (Les Pyrénées, les Vosges, Le Jura,
Les Alpes)

g) ----—-—---est une ville en France.( Toronto, Marseille, Lisbon, Madrid)

h) =eeeeseemmeest la partie du visage,( Le genou, la main, I'oeil, le doigt)

i) Hs vont aKolkataavec leurs parents. (les, leur, eux, ils)

§) [ estingénieur , fille est microbiologiste (Son, Sa, leur, ta)

k) Elles (les,y, en, leur) mangent des légumes,

[} =—eemem--—eemem-csi le pays voisin de la France ( Tokyo, L Allemagne, L’ Australie, Bihar)

M) —eenere-emesest l¢ huitiéme mois de I'année. (juin, juillet, septembre, aotit )

n) Ma cousine est----—---===- ----de mon pére (neveu, soeur, niéce, lante)

PO Er—— ilya des fauteuils et un divan. (la chambre & coucher, le salon, lasalled

e
av

manger, la salle de bains ) - =

i eeies et i ez Py s e ooeecswniars | —

A Y



WAL ERY ' "
ke toh vort e
% 1) NOU§—m-sememseen==s{ 1€} & Delhi, demain. (e

oy linnkné-«--—~—{“mﬂhh?F““‘"’dﬂtfgﬁig”

6) 1l ——orrme{paries) anglais et hindi avec mai (Présent)

8) Notpm—s- —(commencer) e devoir aujourd . (Présen) {commencar

commencerons, commengons, commencent)
?Dﬂﬂ.;;dgﬁu.—qﬁiuﬂhunwoupdedcvnh-ﬂhﬂl‘
10) Ellg-—r——-—-----(pouvoir) faire le travail.(future

d) Traduisez en anglais ;

e
R

Simple) {s'appeleront, s” appellant,

simple) {font, faisons, feront, faites}
simple) {pouvra, pourra, pourre, peut)

2

" 1) Elle va & Mumbai avec ses parents and un frére.

¢

2) Comment allez-vous, monsicur 7
€) Traduisez en frangais:

2

1) Good moming, at & am, | am going to Delhi.

2) She likes to eat the bread and the cake.

f) Trouvez I'intrus:
1) faire, finir, vendre, parler

2) Tokyo, Montreal, Toronto Japon,

g) Intérrogatiff:
1) Nous allons 4 Paris.

h) Mettez féminin:
i) 1) Le directeur indicn est beau.

SRR LSRR,
it e
-l |
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SRS |
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L r s

OREE ST

Frfetfaa mal¥ vr ameg # 3¢ fafare (25)
1] Srerrraroft & Frmer et & &7

2] 317 vt & fore #t v B2

3) s Rt RheT 8 @ wnrfa s 22
4] oM a7 Faverss Fove rfr 12

5] aadst & df@er & vt & e Rvg i o |

6] Affs AR Rvar afRe & &g Ftawr Rearar

7] 3wl & FfA 3 @ Fv afrag Ry 78 srar o

8] wrshr ' g & AT Fr AR?

9] wifaer &t e 99 fAen?

Lk e AR e S ———

10) AR =X & fare Af@er F=m 47

11] Sf QT gl 715 A7

12] 74T SARA A TEer AT FT AT g1 e 7
13 d¥ar ¥ A8y 1 T s RwrAr?

14) 7 TreeraTet & go A dae1 F1 TROTH T EAT 87
16] 2 & TR T O AoeTarel e FA Sic 7

16) T & &y HIBATT B2 o

. b 18]
q 4 _."\}..r_
A, ] e
T e
i A, I T



- PP o

Ty

3







RAE S T oy e ———
t] 3T AT QAR A -

SRt N —

3] S QAR Aol eredy S

¥] 3 R Srarier aréter aidy fvas s

4] AN AT i ¥ R

€] ST Fieh & e e

] S AT BT R e e

<] GESI ReTerare ardy s v
R YA AEHET ' AW IEEVE Feed

to] FeNTORTS & IwHT Tiw R am

] e ey A AR SRS aS

13] AfAETE 91 g dEw

3] [T ATOTAETT IROEY ArEI8) ST qeTaT gl

Y] SATEAAATS AT SATEAT BT &Y

1) Ha gT PR Far

1€] HY= dierel SUare § e

tlo] ST Tfgeel 37qol gee

2] SRR Y RS B
1) Fafa gaiaa ¥ A i AT —
) HfaTHe arsaend o
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& -

1 select the correct answer from the option given below and fill in the blanks. (25)
L is a collection of data or information. "
a. Directory b. Brower c. File d. Tally

2. Maximum length of the filename in Windows XP is upto Characters.

a. 256 b.254 c. 255 d.257

= is an extension of ﬁ;e archival software.

3. .zap b. . doc . .rar d. .exe

4. is the alpﬂﬂ\mwemedwhmwecmnssmilmeﬂh

a. lossless b. glossy c Iip d. lossy :
5. is an algorithm which gives protection for data fronsunauthorized people.
a. enclose b. archive ¢. encryption d. decryption

6. is a permanent virus which dwells in RAM memory.

2. boot virus b, overwrite virus ¢. Resident virus d. Macro virus

7. Melissa is @ ;.

a. virus b. worm

8.
unauthorized access.

a. Firewall



12. HTML documents are also known as _ e . ¥

i f;‘;ﬁr ko ;

d. Hyperlink
a. HTML Document I-unr, 3 . Browsif d. Website
14. ; Ml_ur:mhm of <HR> tag.
a. Center : h. l".lime c. Link d. Align
15, is an attribute of <table> tag.
a, caption e barder c. size d. color
16. isa standalone tag.
a. <hr> b. <h1> c. <html> d. <tr>
17. = is a physical tag.
a<hl> b. <br> c. <htmi> d. < small> |
18. attribute merge columns of a table. : d
a. style b. align c. colspan d, rowspan
19, PNG Stands for
a. Project Net Graphics b, Portable Network Graphics
c. Partial Net Graphic d. Promote Net Graphics

20, BMP stands for

a, Bitmap Picture

b. Blt Mapping Picture

c. Big Memory Picture  d. Big Master Picture

21 HTTP stand for

a. Hypertext Transport Protocol

c. Hypertext Transfer

Protocol

20




