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CBSE – DEPARTMENT OF SKILL EDUCATION 

lh ch ,l bZ dkS'ky f'k{kk foHkkx 

TYPOGRAPHY AND COMPUTER APPLICATION (SUBJECT CODE 817)  
VkbiksxzkQh vkSj daI;wVj vuqiz;ksx ¼fo"k; dksM 817½ 

Sample Question Paper with Marking Scheme 

uewuk iz'ui=  

Class XII (Session 2019–2020) 

ckjgoha d{kk ¼l= 2019&2020½ 

Time: 3 Hours  Max. Marks: 60 

le;% 3 ?kaVs vf/kdre vad&60 

 

General Instructions:  

lkekU;  funsZ'k  

This Question Paper consists of two parts viz. Part A: Employability Skills and Part B: Subject 

Skills.  

bl iz'ui= esa nks Hkkx gksrs gSaA  Hkkx d % jkstxkj dkS'ky vkSj Hkkx [k % fo"k; dkS'kyA 

Part A: Employability Skills (10 Marks)  

Hkkx d%  jkstxkj dkS'ky  ¼10 vad ½ 

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

          fn;s x;s 6 iz'uksa esa ls fdlh Hkh 4 iz'uksa ds mÙkj nsaA izR;sd iz'u 1 vad dk gSA  

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

          fn;s x;s 5 iz'uksa esa fdlh Hkh 3 iz'uksa ds mÙkj nsaA  izR;sd iz'u  2 vad dk gSA  

Part B: Subject Skills (50 Marks):  

Hkkx [k % fo"k; dkS”ky ¼50 vad½ 

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

           fn;s x;s 12 iz'uksa esa fdlh Hkh 10 iz'uksa ds mÙkj nsaA izR;sd iz'u 1 vad dk gSA 
 

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

          fn;s x;s 7 iz'uksa esa fdlh Hkh 5 iz'uksa ds mÙkj nsaA  izR;sd iz'u  2 vad dk gSA 
 

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

          fn;s x;s 7 iz'uksa esa fdlh Hkh 5 iz'uksa ds mÙkj nsaA izR;sd iz'u  3 vad dk gSA 
 

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

        fn;s x;s 5 iz'uksa esa fdlh Hkh 3 iz'uksa ds mÙkj nsaA izR;sd iz'u 5 vad dk gSA 
 

2. This question paper contains 42 questions out of which 30 questions are to be answered. 

bl iz'ui= esa 42 iz'u gksrs gSa] ftlesa ls 30 iz'uksa ds mÙkj nsus gksrs gSaA 
 

3. All questions of a particular part/section must be attempted in the correct order. 

fdlh fo'ks"k Hkkx@vuqHkkx ds lHkh iz'uksa dk lgh Øe esa mÙkj fn;k tkuk pkfg,A   

 

4. The maximum time allowed is 3 hrs. 

vf/kdre le; 3 ?kaVs gSA 
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PART A: EMPLOYABILITY SKILLS (10 MARKS) 

Hkkx d jkstxkj dkS'ky (10 Marks) 
 

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

fn;s x;s 6 iz'uksa esa ls fdlh Hkh 4 iz'uksa ds mÙkj nsaA izR;sd iz'u 1 vad dk gSaA 
 

1.  “This house is too expensive, and that house is too small.” Is an example of 
____________ sentence. 
 
^^;g ?kj cgqr egaxk gS vkSj og ?kj cgqr NksVk gS** &&&&&&&okD; dk ,d mnkgj.k gSA 
 

(1) 

2.  Books are the _______________. 
 iqLrdsa &&&&&&&&gSaA          

 

(1) 

3.  Concatenation of text can be done using 

a) Exclamation (!) 

b) Hash (#) 

c) Ampersand(&) 

d) Apostrophe 
ikB dk la?kVu dk mi;ksx djds fd;k tk ldrk gSA   
 

d foLe;kfncks/kd  ¼!½  

[k gS'k ¼ #½  

x ,aijlSaM ¼ &) 
?k m)j.k fpg ¼^½ 

 

(1) 

4.  ____________helps an entrepreneur to understand a situation or problem by 
asking oneself questions (why, what, when, how) and researching about reasons 
for the situation or a problem. 
 &&&&&&&fdlh O;fDr dks fdlh ifjfLFkfr ;k leL;k dks le>us ds fy, ,d mn~;eh ls 

iwNrs gSa ¼D;ksa] D;k] dc] dSls½ vkSj fLFkfr ;k leL;k ds dkj.kksa ds ckjs esa 'kks/k djukA 
 
 

(1) 

5.  Engaging in positive and skill enhancing activities keeps our spirits ___________. 
ldkjkRed vkSj dkS'ky c<+kus okyh xfrfof/k;ksa esa layXu jguk gekjh  vkRekvksa dks 

&&&&&j[krk gSA 
 

(1) 

6.  Which of the following green job is relevant to water conservation? 
a. Building planner 
b. Water policy analyst  
c. Insulator 

fuEufyf[kr  esa ls dkSsu lh gjh ukSdjh ty laj{k.k ds fy, izklafxd gS\ 

    d Hkou fu;kstu 

    [k ty uhfr fo'ys"kd 

    x folaokgd  

 

(1) 
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Answer any 3 questions out of the given 5 questions of 2 marks each: 

fn;s x;s 5 iz'uksa esa fdlh Hkh 3 iz'uksa ds mÙkj nsaA izR;sd iz”u 2 vad dk gSsaA  
 

7.  Differentiate between Declarative and Imperative Sentences. Give example of each. 

?kks"k.kkRed okD; vkSj vkKklwpd okD; esa varj djsaA izR;sd dk mngkj.k nsaA 

 

(2) 

8.  What do you understand by personality? 

O;fDrRo ls vki D;k le>rs gSa\           

 

(2) 

9.  Write down the two ways to insert images in power point slides. 

ikoj ikWbaV LykbMl esa fp= lfEefyr djus ds nks rjhds fy[ksA 

(2) 

10.  Why it is important for an entrepreneur to have right attitude towards his business?  

,d mn~;eh ds fy, vius O;olk; ds izfr lgh joS;k j[kuk D;ksa egRoiw.kZ gS\ 

 

(2) 

11.  Why recycling and reuse sectors are creating at least 9 times more jobs than landfills and 
incinerators?  

iqufuek.kZ vkSj iqu% mi;ksx {ks=ksa esa xM~<ksa dh HkjkbZ vkSj HkLed dh rqyuk esa de ls de 9 xquk 

vf/kd ukSdfj;ka iSnk gks jgh gSa\   

 

(2) 

 

PART B: SUBJECT SKILLS (50 MARKS) 

Hkkx [k % fo"k; dkS'ky¼50 vad½ 
 

Answer any 10 questions out of the given 12 questions: 

fn;s x;s 12 iz'uksa esa ls fdlh Hkh 10 iz'uksa dk mÙkj nsaA  
 

12.  There are …… common styles of Business Letters. 

O;kolkf;d i= dh -------lkekU; 'kSfy;ka gSa 

 

(1) 

13.  # sign is used in manuscript for …… 

# lkbu dk mi;ksx ikMqfyfi esa ---------- ds fy, fd;k tkrk gSA 

 

 

(1) 

14.  The intersection of a row and columns is called as ……….. 

,d iafDr vkSj LraHkksa ds izfrPNsnu dks ------dgk tkrk gSA 

 

(1) 

15.  There are ….. types of e-commerce. 

bZ&dkWelZ ds ------izdkj  gSa\   

 

(1) 

16.  There are …. Views in Power Point Presentation. 

Ikkoj ikWbUV  izstsaVs'ku  esa fdrus n`'; gSa\ 

 

(1) 

17.  BCC is used to send…….. of message to a person. 

BCC dk mi;ksx fdlh O;fDr dks ------ lans'k Hkstus ds fy, fd;k tkrk gSA    
 

(1) 

18.  ……….virus exists in Hard Drives. 

---------esa ok;jl gkMZ MªkZbo esa ekStwnk jgrk gSA   

 

(1) 

19.  Name the words to be used in typewriting for complimentary close in a  D.O. Letter. 

v/kZljdkjh i=ksa esa /;kukFkZ  Vkbi djus ds fy, mi;ksx fd, tkus okys 'kCnksa dks uke nsaA 
 

(1) 

20.  How many orientations are there in an Excel Sheet? 

,Dlsy 'khV esa fdrus vksfj,Vsa'ku gSa \ 

 

(1) 
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21.  Define Manuscript. 

ikaMqfyfi  dks ifjHkkf"kr djsa\ 

 

(1) 

22.  Define slide show. 

LykbM 'kks dks ifjHkkf"kr djsaaA 

  

(1) 

23.  Which operator is used to expand the search? 

[kkst dk foLrkj djus ds fy, fdl vkWijsVj dk mi;ksx fd;k tkrk gS\ 

 

(1) 

 

Answer any 5 questions out of the given 7 questions of 2 marks each: 

fn;s x;s 7 esa ls fdlh Hkh 5 iz'uksa ds mÙkj nhft,% izR;sd iz”u 2 vad dk gSA 
 

24.  Write any four types of official correspondence. 

fdlh Hkh izdkj ds vkf/kdkfjd i=kpkj dks fy[ksaA 

(2) 

25.  What do the following manuscript signs mean?       
i)  //            ii) eq#            iii)  / ^/       iv)  

fuEufyf[kr  ikaMqfyfi ladsrksa dk D;k eryc gS\  

(i) // (ii)eq (iii) / ^ / (iv)  
       

(2) 

26.  What is the difference between excel workbook & worksheet? 
 

(2) 

27.  Enlist any four types of charts in Ms-Excel. 

,e ,l ,Dly esa fdlh Hkh pkj izdkj ds pkVZ dks lwphc) djsaA 

(2) 

28.  Write the steps involved to save the presentation. 

izLrqfr dks cukus ds fy, 'kkfey fd, x, pj.kksa dks fyf[k,A 
 

(2) 

29.  Explain the basic categories of search engine. 

[kkst batu dh ewy Jsf.k;ksa dh O;k[;k djsaA  
 

(2) 

30.  Define e-mail. 

bZ&esy dks ifjHkkf"kr djsaA 
 

(2) 

   

Answer any 5 questions out of the given 7 questions of 3 marks each: 

fn, x;s 7 esa ls fdlh Hkh 5 iz'u dk mÙkj nhft, A izR;sd iz'u 3 vadksa dk gSA 

 

31.  Differentiate between Indented & Fully-Blocked styles of letters. 

v{kjksa dh baMsaVsM vkSj Qqyh&CykWd 'kSyh ds chp varj crkb,A 
 

(3) 

32.  Write the manuscripts signs of the following:  
i) Trans  ii) Insert space  iii) insert Exclamation   iv) delete  v) Centralize the matter    vi) 
lower case characters  

fuEufyf[kr ds ikaMqfyfi;ksa ds ladsr fy[ksaA 

1½ Vªkal] 2½ Lisl Mkysa] 3½ ,DlDyses'ku 4½ gVk,a] 5½ fo"k; lkexzh dks daasnzhr djsa] 6½ yksvj dsl 

dSjsDVj 

 

(3) 

33.  What is the difference between formula and function in MS-Excel? 

MS-Excel esa lw= vkSj QaD'ku ds chp varj D;k gS\ 

(3) 

34.  Write down the steps to create a slide transition. 

LykbM laØe.k cukus ds fy, pj.kksa dks fy[ksaA 

 

(3) 
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35.  Define e-business. 

bZ&O;kikj dks ifjHkkf"kr djsaA 
 

(3) 

36.  What are the steps for sending an e-mail? 

bZ&esy Hkstus ds fy, D;k dne gSa\ 
 

(3) 

37.  What do you understand by Trojan Horse? 

Vªkstu gkWlZ ls vki D;k le>rs gSa\ 
 

 

(3) 

 

Answer any 3 questions out of the given 5 questions of 5 marks each: 

fn, x, 5 iz'uksa esa ls fdlh Hkh 3 iz'u dk mÙkj nsaA izR;sd iz'u 5 vad dk gS A 
 

38.  Define Memorandum.  Explain its features. 

Kkiu dks ifjHkkf"kr djsaA bldh fo'ks"krk,¡ Li"V dhft,A 
 
 

(5) 

39.  Explain the points to be kept in view at the time of typewriting a fair copy from 
manuscripts. 

ikaMqfyfi;ksa ls ,d fu"i{k dkWihjkbV djrs le; fdu ckrksa dks /;ku esa j[kuk pkfg,A   
 

 

(5) 

40.  Explain in detail the three types of cell-references in MS-Excel? 

MS-Excel esa rhu izdkj ds lsy&lanHkksZa ds ckjs esa foLrkj ls crk,a? 

 

(5) 

41.  How many operators are being used in MS-Excel? Explain with examples. 

MS-Excel ,Dlsy esa fdrus vkWijsVjksa dk mi;ksx fd;k tk jgk gS\ mnkgj.k lfgr Li"V 

dhft,A  
 

(5) 

42.   Explain in detail the various „View Options‟ available in Power Point Presentation. 

ikoj IokbaV izstsaVs'ku esa miyC/k fofHkUu „O;wvkWI'ku’ ds ckjs esa foLrkj ls crkb, A 
 
 
 

(5) 

 


