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This question paper contains a total of 6 questions, answer for which shall be written in the space
provided in this question paper booklet. Candidates can answer subjective type questions either in Hindi

or English. All the questions are compulsory. Maximum marks for subjective type questions are
shown against them. Write your roll number at the header of each page.
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1. What is the “Watch Window” in MS Excel? How to implement it?

MS Excel H “Watch Window” &7 82 ELY &Y foparfad &2 [5 Marks]
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2. In MS Excel, what are the Sum and Sumif functions? What is their syntax?
MS Excel H, Sum 3R Sumif BaRIH 31 87 31T syntax o[ 87 [5 Marks]

Page 3 of 12



Roll Number:

Assume you have to write the minutes of the meeting for a statutory body that meets
once in a semester. What would be the format of such a document? Draft a sample.

A o fF 3MUPT TH statutory body B! S &1 faarur forar g, et 98w
TR H U §R Bt o | TY SXATAS BT format T G2 T THAT STUE DY |

[5 Marks]
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Read the following passage and answer the question that follows, based on the passage.
faferiad e & ug iR el & SyR R fFAufafad s o1 3R S|

One of the mandates of a modern nation state is to safeguard the right to education for
its citizenry. To guarantee this, the state must ensure that there are adequate number of
educational institutions where the citizens without the means to pay for it can access
education. It also needs to ensure that the quality of educators and facilities in such
state sponsored institutions is at par with other educational institutions so that people
are equally trained for employment after being educated. One of the ways to achieve
parity in educational quality is to set up accreditation councils which periodically
evaluate all educational institutions on a pre-determined set of criteria.

What is the role of accreditation councils in the educational policy of a modern state?

MY IT B1 Aféres A & A= ufveret ot or yferent g2 [5 Marks]
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The institute has formed a committee to review the security measures on campus. The
committee has prepared a report. You have been asked to share the report with all staff
members and seek their feedback. Draft the official covering letter for this report.

G A URIR T YR&T Ul D1 giien & fog U Iffifa &1 7e4 fasar g1 wuc

T N TR 3t g1 3! 9 T et & Iry Ui arg 3+ 3R 396]
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[5 Marks]
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The institute has advertised for a certain number of staff positions. A month later, they
need to issue a corrigendum to the original advertisement reducing the number of
vacancies by 5. Draft the corrigendum.

TR A $o i S & W uel & forg fagmu= foon 81 v 1gh ale, 3%
ﬁwﬁﬁ%ﬁrﬁmﬁswwmﬁ%@w@awﬁm
mlmmu@awaﬁ

[5 Marks]
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SPACE FOR ROUGH WORK
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This question paper contains a total of 4 questions. All the questions are compulsory. Maximum
marks for subjective type questions are shown against them. Attempt each question in a new
page of the answer-script file in your computer. Write your roll number at the header of each
page used. Save the file as PDF in the name of your roll number at the desktop of the computer.
Mention page number at the footer of the file in Page X of Y format. Complete Word to PDF
file conversion and inserting information at header and footer of the file within the stipulated
exam time only. No extra time will be given for these operations.

Page 1of4




Type the following in English (ﬁgﬁr@aﬁ 3T H 13T )

Principle-centred leaders are men and women of character who work with competence
“on farms” with “seed and soil” and who work in harmony with natural, “true north”
principles and with the law of the harvest. They build those principles into the centre
of their lives, into the centre of their relationships and their mission statements.
Positive personality traits, while often essential for success, constitute secondary
greatness. To focus on personality before character is to try to grow the tree without
the roots.
If we consistently use personality techniques and skills to enhance our social
interactions, we may truncate the vital character base. We simply can’t have the fruits
without the roots. Private victory precedes public victory. Self-mastery and self-
discipline are the character roots of good relationships with others.
If we use human influence strategies and tactics to get other people to do what we
want, we may succeed short term; but over time, our duplicity and insincerity will
breed distrust. Everything we do will be perceived as manipulative. We may have the
“right” rhetoric, style, and even intention, but without trust, we won’t achieve primary
greatness.
In a social or academic system, you may make favourable first impressions through
charm; You may win through intimidation. But secondary personality traits alone have
little worth in long -term relationships. True motives eventually surface.
Many people with secondary greatness — social status, position, fame, wealth, or talent
— lack primary greatness or goodness of character. And this void is evident in every
long-term relationship they have.

[5 Marks]

Type the following in English (ﬁ?ﬁ@ﬁaﬁ 3T § 130 B):

So many people are negative thinkers, simply because they got discouraged. They want
results fast and  easy. Life isn’t like that. Norman and I struggled for six years during
the Depression to build the church in New York. He became very discouraged. In 1938
we went to England for summer vacation. Norman was so discouraged that he could
not say anything positive with him. | remember sitting with him on a bench in the
garden of the hotel. I got tired of hearing him complain. So, I said “Now look, Norman.
You talk positive thinking and yet all you need to do is to practice what you preach
about faith and positive thinking.” I guess I was forceful enough that finally he got up
and said,” Boy, I’'m all enthused again. Let’s go home right away.” I said, “No, we’re
going to finish our vacation.”
As Norman started to practice positive thinking, he considered new ways to do the
work. For example, he said, “If they are not going to come here to hear me, I will go
out.” So, he accepted any invitation to speak that came along. Well things began to
pick up. He went on the radio, and that helped to bring people into the church. And
finally when the church was packed and full of people, it remained that way until 1984
when he retired.
A person needs the power of positive thinking to experience the best in life and to
enjoy the spiritual dimension.

[5 Marks]
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Type the following in Hindi (ﬁqﬁf@aﬁ%ﬁﬁa@ﬁ)

g1 g8 ft I 1R 3 Tvarar oas 1 ifde siad &1 Suhifiar ¥ Jeifed 3
3R WP AFG B Al J| HRAT Aepia dfqeagul g1y, anfife faar,
oI, Sgotarg et 9t 7 fafaear §, fbg 39+ uR™ 9 8 wi-areraan ot B
YRA ¥ T ®1a 9 [ASREl &1 1 = 81 T/ U7 3R $8 3RId & §1G
HicTgdl-ued! Ydleg! db SIN} g1l 31T, Ia-, AT, ]eh, §UT, HIT0T, SRR,
o, HIG, iU, TR, S99 3fife URA 3Mu| dfeed Tl STHHUGRY Sfc:
YR & |

YRA & oF off s Sl §, 3 Siferdl g1 HRA &1 Ui HTHT &1 Soaae’
8T ST g | T§T THTHIT 180 Siferat sl St & | 39 b dTdvg HRAaR U & |
YR B THGT DI TG THeudl B HIGHT TR SR g1 3Hdal & Tehdl Bl
SIIHYM g9 UR™ ¥ a1 g1 YR &t Tehdl a8 TRyuldT g off A St kg Idd
HIH-GYT §, 7Tal &I kg Tdd YagaH R WIa=id g1 394 JSa &l gH Ble-
TS B UG DI YA 30 BT gadl § Hf 34fIE Y=t 794 5|

[5 Marks]

Type the following in Hindi (ﬁqﬁfr@ﬁaﬁ%ﬁﬁﬁmaﬁ)

§ad MR 3D WUl DI T B T Tag Hll| 39 IR I HahHhal Us+ W
3T ST BHT §HT BT B Thd & | 3T UgTs &1 Td W FbTdd v & | S
Aol U B SUT B S ) 4 R T | ST HITS 39 TRE YRI&d |
TR Wit @t AU P S8 S o dich Bl YR dRd U1 98 Ble-4 Bl
HTTST &1 TATT B B g1 gobd | Fffar sfiam &t et &t dont 8 | 73S
& oftaH &1 Trdfemar 341 H g f 98 T ¥ H10-9-50 o 3R 9ad J 39 -
-3 | T HGIYIN! & Sitad &1 S gl Y81 § fob 361+ MO SiiaH
TS & forg siftia o fean 81 9 ot firaerdt gu €1 ’Orein oA 1 § $H o1y
forar 81 361 WA Siia foran ]

oY ft 99d T § I§ 3Hd g1 [ I 04 ugd ¥ e Udhrifd, Xiq,
Thicd Y81 © | G3H dieT § g9 aTd & fob IRT sftad fRees =181 31

[5 Marks]
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