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MODEL QUESTION PAPER FOR
I YEAR OFFICE ASSISTANTSHIP COURSE

PAPER -1 : COMMERCE AND ACCOUNTANCY
COMMERCE (THEORY) Time: 3hours
Max. Marks: 50
PartA : Thispart consstsof 10 short answer questions of
2markseach .. 20 marks.
PartB : Thispart consstsof 7 essay questionsof which5

to be answered.
Eachcarries6é marks .. 30 marks

ACCOUNTANCY (PRACTICALYS)

Time 3hours

Max. Marks; 50

I. Answer any oneof thefollowing: 1X5=5

1

Draft theformat of journal and record 10
transactions of abookshop withimaginary
figures.

Draft theformat of simple cash book and post
four transactions of receiptsand three
transactionsof paymentswithimaginary
figures.

[1. Answer any three of thefollowing: 3x10=30

o0k w

Three column cash book.

Bank Reconciliation Statement

Preparethe Trial Balance

Record thetransactionsinthejourna and post
themintotheledger.

[11. Answer thefollowing question 1x15=15

7.

Fina Accounts.
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PAPER—I1 “FUNDAMENTALSIN SHORTHAND AND

TYPEWRITING"
Shorthand (Theory)

Time: 1%hrs.
Max. Marks: 50

PART - A
1. Questionson Rules . . 20 marks

PART - B
2. WriteOutlines . 10 marks
3. Writein Shorthand  (English to Shorthand ) (about 200 words)

20 marks

(The question paper on Shorthandisto be set by B.1.E. and shall
beuniformfor dl candidates).

PART A
Answer thefollowing questions. Each carries2 marks.
10x 2 =20 Marks

©

Defineconsonants

9. DefineaVowd

10. DefineaDiphthong

11. Writeruleswhenarelargecirclesare not employed.

12.  Writeany two ruleswhen Stroke §/Z isused.

13. What isphraseography? Mention qualitiesof agood
phraseogram.

14. Writerulesabout the use of Loops ST in Shorthand.

15. Explainhow intervening vowelsareindicated to Double
consonants.

16. MentionwhenareN and F/V hooksare not used.

17. Explananytwoformsof Aspirate.



PART B

11. Writeoutlinesfor thefollowing.
a.Pacify
b.Perhaps
c.Acquire
d.Situation
e.Gengdisation
f. Differ
g.Exercise
h.Diodem
i. | havebeen
j. Rash

12. Writethefollowing passagein Shorthand

10x 1 =10 marks

20 marks.
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MODEL QUESTION PAPER FOR
I YEAR OFFICE ASSISTANTSHIP COURSE

PAPER -1l FUNDAMENTALS OF SHORTHAND AND
TYPEWRITING

TYPEWRITING (PRACTICALYS)

Theexamination istobeheld at theinstitution level itself. The
external examiner and internal examiner shall prepare the
question paper and test thestudent’sabilitieson thefollowing
pattern.

Time: 1hour
Max.Marks. 50
PART - A (Speed)
1. Speed paper @ 30 wpm 300 words/1500 strokes ..
25 marks 10 minutes..

PART - B (Manuscript)
2. Statement 60 words 300 strokes ..15marks}
3. BusinessLetter 100 words 500 strokes .. 10 marks}

Part B to be completed within 45 minutes, after the Part A



PAPER 1l -COMPUTER FUNDAMENTALS(THEORY)

Time 3hours Max. Marks: 50
Section-A

Answer All Questions. Eachcarriestwomarks 10x2=20

Draw theblock diagram of acompuiter.
What isaBit and Byte.
Write about the generations of Computers.
Writeabrief note on computer language.
Writethefeaturesof MSWord.
6. Expand i.Basic ii. COBOL iii. WWW iv.
ASCII

7. Digtinguish between system softwareand application

software

8. Explainabout any two storage devices

9. Writethefeaturesof MS-Excel

10. ExplainthemousetechniquesinWindows.

Section—B

Answer any five questions. Each question carries six marks.5x 6 =30

SoukowbdpE

11. Draw thewindow of MS-Word, Label and write about the
parts.
12. Explainthe DOS and Windows OS and writethe
differences.
13. Explain Domain Naming system.
14. Draw the Excel window, label and explainthevariousparts
presentinit.
15. What ismail merging? Explainitindetail.
16. Write about the variousviewsavailablein power point.
17. Writeashort notesonthefollowing:
a Emal b. TCP/IP
c. ARPANET
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Paper — 111 COMPUTER FUNDAMENTALS
PRACTICAL EXAM
Time: 3hrs
Max marks. 50
Note: 1. Answer any 10 Questions
2. Each Question carries 5 Marks

1. Display theattributesof dl filesand directories, whose name
gatwith“s’?

2. Createthebelow givendirectory treestructure, and display it?

College
Science Arts \Vocationad
EM ™ EM ™ EM

3. Digplay al thehiddenfiles, dl fileswithanextension“ . exe’
and only directories present in theroot directory?
4.

A B

Copy dl filesand directoriesfrom ‘B’ directory intothe
directory “A” except empty directories?
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5. Draw the below diagram in paint and flip it horizontally and
verticaly?

6. Display thebelow diagramin grid style?

O

7. Create your college timetable in MS-Word using insert table
command?

8. Createabio-dataformin M S-Word?

9. Draw thefollowing chart with givenlabels.

40
30
20 []

10 71999 2000 2001 2002 2003
Year

Pass Per cent
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10. Insert acomment to the cellsE7 and E13 & show the comment.
11. Show abeautiful presentationwith 3 didesdiscussing about your
classroomwith beautiful design.

12. Setthetimingsfor thetwo dides. For thefirst dide 15 seconds
and for second dlide 22 seconds.



MODEL QUESTION PAPER FOR
ITI YEAR OFFICE ASSISTANTSHIP COURSE

PAPER —1 COMMERCE AND ACCOUNTANCY

COMMERCE (THEORY) Time: 3hours
Max. Marks: 50

Part A : Thispart consistsof 10 short answer questionsof 2 marks
each .. 20marks.

Part B :This part consists of 7 essay questions of which 5 to be
answered. Eachcarries6 marks.. 30 marks

ACCOUNTANCY (PRACTICALYS) Time: 3hours
Max. Marks: 50
I. Answer any one of thefollowing 1x5=5

1. Drafttheformat of Account Sales

2. Prepare Receiptsand Payments Account of aClub by
taking fiveitemsof receiptsand threeitemsof
payments.

1. Answer any three of thefollowing 3x10=30

3. Consgnment

4. Depreciation (Diminishing Baance Method)

5. Partnership (Retirement)

6. Rectificationof Errors(5transactions)

[11. Answer thefollowing Question: 1x15=15
7. Preparelncomeand Expenditure Account with four
adjustments.

NOTE: FOR Q.NO.III the problem may be from Accounts of
Non-trading concernsor Partnership. Thisshould not berepeatedin
Q.No. II.
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MODEL QUESTION PAPER FOR
[1'YEAR OFFICE ASSISTANTSHIP COURSE
PAPER-I11 SHORTHAND (THEORY)

The examination paper shall be set by the B.I.E. for .LPE. The
passage should be 800 words and dictated at 80 wpm for 10 minutes
by the dictator to betranscribedin 1 %2 hours.

Specia Note: Only one set (of 2 question Papers) should be sent to
the Chief Superintendentsfor the conduct of the above examination.
Oneisto beused by the Dictator and the other by the Observer .

A candidate is declared to have passed if he commitsless
than 4% of errors.
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MODEL QUESTION PAPER FOR

II YEAR OFFICE ASSISTANTSHIP COURSE
PAPER—I1 SHORTHAND (PRACTICALYS)

Time: 1% hr.
Max.Marks; 50

The question paper isto be set at the ingtitution level itself by the
External and Internal Examinerson thefollowing pattern.

a. Transcription from Shorthand to Longhand (not more than 200
words) .. 15 marks
b. Transcriptionfrom Englishto Shorthand (not morethan 200 words)
10 marks
c. Precis-writing of passage of 450 —500 wordsinto 150 words
15 marks
d. Rules (5questions) . 10 marks
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MODEL QUESTION PAPER FOR

II YEAR OFFICE ASSISTANTSHIP COURSE
PAPER-I1II TYPEWRITING (THEORY)

Time 1%hr.
Max. Marks: 50

Thequestion paper should beset by B.1.E. for |.PE. examinations
and common for al studentson thefollowing pattern.
Part — A
1. Speed Examination @ 45wpm for 10 minutes
(450words)  Marks: 25

Part—B  (Manuscript)
2. G.0./Memo 140 words 700 strokes/depressions 10 marks

3. Balance Sheet on asingle page.. 140 words 700 strokes/
depressons .. 15 marks



MODEL QUESTION PAPER FORII YEAR
PAPER-I1I TYPEWRITING (PRACTICALYS)

Time 1%hr.

Max. Marks: 50

The question paper on Practicalsshould be set at theingtitution level
by the Externd and Interna Examinerson thefollowing questions:

Statement with Sub columns(total ..5cols) 10 marks.

BusinessLetter (120 words). 10 marks
Income & Expenditure Statement (140 words) 10 marks
ApplicationforaPost (100 words) 10 marks
Professiona Letter (100 words) 10 marks.
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EQUIVALENCY OF PAPERS IN RESTRUCTURED
CURRICULUM TO THE PAPERS IN
THE NEW CURRICULUM

| YEAR
Restructured Stream New Stream
PART Al. Communication PART Al.Communication Skillsin
Skillsin English English
2. Genera Foundation Course 2. General Foundation Course
PART B 3. PART B 3.
VOCATIONAL SUBJECTS VOCATIONAL SUBJECTS
Paper — | Paper — |
Elementsof Commerce&  Commerceand Accountancy
Accounts-| (Theory and Practicals)
Paper — 11 Typewriting Paper — 11 Fundamentalsin
Shorthand and
Typewriting (Practicals
only)
Paper — 111 Shorthand Paper — 11 Fundamentalsin
Shorthand and Typewriting
(Theory Examination only)
Paper — 1V
Computer Fundamentals Paper — 111 Computer

Fundamentals
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I YEAR

Restructured Stream New Stream

PART AL PART AL
Communication SkillsinEnglish Communication Skillsin English
2. Genera Foundation Course 2. General Foundation Course

PART B 3. PART B 3.
VOCATIONAL SUBJECTS VOCATIONAL SUBJECTS
Paper — | Paper — |
Elements of Commerce & Commerce and Accountancy
Accounts-|| Commerce and Accountancy
(Theory and Practicals)
Paper —I1 Typewriting Paper —I1 Typewriting
Paper —I11 Shorthand Paper —I1 Shorthand

Paper —1V Office Management
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12. List of Subject Committee Members
Office Assistantship Course

Sarvasri/Smt.

1. M. Someswara Rao, Academician,Lecturer in
Commerce,Priyadarshini Government Degree
College for Women,Nampally, HyderabadMobile:
9866412647

2. Dr. K.V.Subba Rao, Academician,Sr.Lecturer in
CCP,Govt. Polytechnic for Women, Nellore 524
003.Mobile: 94400 96131

3 K. Narayana Rao, Technical Expert,Dy. D.V.E.O.
(Rtd),G-2 Krishna Apartments,Yellareddyguda,
Ameerpet,Hyderabad — 500 073Ph: 23747449

4 S. Anand,Jr. Lecturer in Commerce
(O.A)),Krishnaveni G.J.C.(G), Chittoor -
517002Phone: 08572 — 240088

5 Vikram Yellaiah K,Chief Executive
Officer,INFORAYS Technologies,Gandhinagar,
HyderabadPhone: 924711744 Office: 27530881

6 B. Adikesavulu Naidu, M.Com.,

Co-ordinator,Lecturer, S.1.V.E.,O/o.Commissioner
of Intermediate Education,Hyderabad-1
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