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HERTSE T e aRve, qor

ATHHRIT HIOTH TATAIN THATOTIT JH&T
GCC TBC English 50 wpm
(Government Certificate in Computer Typing Basic Course English 50 w.p.m. )

gdtemreffardt gfieruatt gduTeRor Arfedl, FEAT G IoTEreT Aeren

UROT 9[0T - 100 >
o TEJASS (Objective) 259ATAST 1 I[UT TFHVr 25 IO
® HIUIH EHo@A Wichiaw (Computer Typing Practical) Tor 35 o
(Mobile Computing 5 [T + Letter/Tender Notice15 [T + Balance Sheet 15
aTon)

9

e Speed Passage GCC TBC English 50 w.p.m. T&UT 40 3I[0T

qieTr wraras} - 90 AR

frsmmar ¢
e GCC TBC English 50 w.p.m. aﬁ’::cgu HIATHFHATR TR et {Fea gea
0T 25 (Fremaeht 25 @AfR)
ueeT @ THOT [T I EIUITETSY
AT 0T (40%)
25 a@ﬁ‘% EEG 25 fafae 25 10
THUT 25 3HeslfFed YT e, Fedeh ST FRMEEN 1 0T el Fex qdetm garsi
HAAAYY OUhId AT WIS Hieollded woal fdegmedien #ANSUZaSh/iEer ar sy
HqEY el ST,
fasmer 2
o FFEYR AN YiFehe TaT : qor 35 (Fremath 65 @A)
LD d& (i) | THOT T IoArETSY AT IoT
Al
1. Mobile Computing 05 05 U A geAErdr UeiAd arfder
2. Letter qegdr A, A1 faeer  geeHEedy
3. Balance Sheet 30 15 fes feaneder e 14 aor
23 15 | Aeer @@ ar fegndf ar fRemmaed
I @S
THT 58 fafae 35
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faemer 3 Speed Passage English @ 50 w.p.m.

oot @ THOT T QOIS AT Ior
(AfAeed) aror
English Speed 07 40 | I geAiAEY fagumedien feAT 16
Passage 50 w.p.m. qor A R oar faeErdt ar
ICEICIEz 5 e e I T
ThUT 07 fafae 40

reC ;r‘;amﬁ.‘?r T JHTOT FTaTael SUATT Tl 3Tg. F0THAT Thidal el
35Tear disfell Timer fG8er. do Ml woat quf siredrd wWaffic sHvar Fardsa fagameten
feotel 3. W SR & weard fafRad FAd 9% Wuellay weal automatic submit S
Uideehel Yol HENST HGIS HhiFcgicar, dex, doled e, § TR fdsh dos el qol gvel
3N TR faeTrdl o Tehel areged U3 Ashel T HET YT oAl HTCAH AT GOET el
gdr Idre.

AGISS HIFYRET, dedoled AMe, T I SART TredT FRAYTIRI HIUThredT Thial aX
STeAT STo[d THcTer. aeTisll HaToTehrear Fhiel a¥ 3oedl STe[d e WISTAul 3(Ufard 31Tg.

YeATABIT HAlfgcl! GTelTYHTO  :-
o fAWT ¢ FFYR IFIHFATE IR TEJAS (Objective) W -
25 o1 (Fremad2s Afe).
ThUT 25 qEJASS (3iiesierera) agm‘rzfr URe 3. Fcdsh SRISK 3TRETST 1 707
3o, HeX aEJASS TReT Tt FRISSUM/fEET em¥eed araar Iche.
TEASS YRATHEY FIEN G SR el AANATDA e SRAQUATT 3Tl TR TeHT
AT BIETaR A feel ST,
A : IEIASS FRATT GIed 0T X 25 + HF qEIASS TRATT THOT 0T
3WIFT GAEAR WIS IO IYOIhId  HeIE A SEcredl  quiiehid d91ek
O ASA. IS TaeareATen favA 3ihrerer o7 fAey Al

TeX ARl Ucdeh UeAr@lenr 4 fhar 2 3y 3@UIR 3Rd. A aey
TR T e Galel leolrdld URahs S 3Te. fdearedid warer uee ST
died HEeAH ol o Hsacdl Next Button Teed qéter 9ead &sfaar Ider. 38 &dIoT
dIEUIR YR dovedl FAlGd faearedtd qogl @sfadr Jciel. THKOUT 25 Ul WAl T
25 9RE HISTH SR F{AC Seale] foefh &d.  HETAC Sealal faeleh shodleic]
3T Feeldl JUR AT A dAle el W S a7 geardt  faffaa Faeh 9 Afaerh
93 WYl dX el automatic submit &,
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framr 2 wther dedwa WA TERY AT U IE. W AMRCAATR Mobile
Computing, Letter, 3Tfor Balance Sheet @ HTUIRA WA T AHIGIE ATl
3w AT qEfdd .

9%WT ¢ : Mobile Computing
0T 5 Fremayr sAfAe

o UAUTIhd HGSe HIFFET THENT THOT 5 9T fquRel Silelier T Tedeh TR
1 31 THUT 5 I[OT 3rHcAe.

e 5 9T Tshiad 5 fAfae d& el 3e.

o facaredd gea @ 3mfeid 3O srear areE el

o 37T SIGE feeledT TRATYATOT 3o faeardt &isq ersher.

e 1T 5 318 YA 3 AT 3ofedn ared 3aX f¥eh fqacier. YT Slorargr
WA fFeleh et faeTTdl IvTcargl At TReT Hisq Qdho.

o YA® YAHEN 3R HISTAUATATS! FHHI/STET €0 3 Aeheilel. TRATTHTOT JUfaTdT
3] gTd AgcdT TOUT A, Trell fGeledr 3ggI0nd 5 T 3Ted.

o THET YR A oA / HYOT AR ol I dIlge] Yool Ty foboreh ahivel
T WSAAT IS, T 37T W attempt Shell 3T AT TATT 37 f@lear
TTET gise.

o foe Ul e AT 3AUYATT SO IRd H g facgaeden g% gRaTen
feFeleh eel TURL UBdl Asel I HTEIHT dCoAE Y qUT @isfaar I,
31tfae Asfacledr 3 0T fABUIR ATérd.

e Submit Button click Feard fhar geaTdl HfRGd Felell dd TUA T
Automatic Submit 8BSl T FIUTATET d&o AT UMK TaT.

Mobile Computing HeHTd 3ETEI0T M@ Tah 2T g 3ufaid 397 I oo 3me.
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Question Side Answer Side

Q. Using given smartphone visit website “www.wikipedia.org” and search for

“Computer’

aiiw Wee FERTamEr Remnl s3em age Belwar Answer Section FEE FH
Flw. TS WIeH O 3o Fear A

1. Heew RO Browser TOT WET 9 mouse TOT AN MEE T Broweer TE
AT

3. Browser M B website | wwwowikipediz.org ) IWT =T B REEE
TET FAL.

3. Wikipedia = OF open T B0,

¥ T T Computer %S TET RS FE A

5. TIATTANT FOfET 3037 B tda
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Step 1:

Cuestion Side Answer Side

Computer

Click Here

Step 2

Cuestion Side Answer Side

Type
www wikipedia.org

here
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Step 3:

Cuestion Side Answer Side

B mpt e e kipeiy o 7 [ B i s eikipesdin g 0

= WikreniA a T WIKIPEDIA

e Ikt vk Ecidlopedie

Computer . Bl ]B
= E*l

s - -

Step 4:

Cuestion Side Answer Side

I (Y [T |

. &
WK A Q -I";} li‘:"lllHII'I‘:I”.&I

Vi [ rew Lovipolopeedia

Lompuier
# it - (81 ]
L}

Type computer here S——

[ F=T]

e il D e e WO TR A
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Step &:

Question Side

Answer Side
[ F T )
i e e ki oy @ &
= WikmemA a

Computer
- F
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Ul R .

99 <ha@d Letter Typing

or 15 (Fremadr 30 fAfae)

AT Letter T & 92T unformatted 378« FgUTeId 9T contents YR=ATHEN
W DAY RHEAN. 97 & FoAEN TIAT: Feadfahd oo F@em waredd

AT AN, Al U9 TS 0 Fhald FEN. TR Thieldl STedr siofell .
IETdr qoT 15 3T @ d30 AR 3me. wliemdiar 3otedr SrS[er 3rEeledr Answer
Sheet #EI cATe feolel Letter glieT aRweshsed GCC TBC English 50 w.p.m T
wdaraeHTd feoledr ARG Faaiar 3ded F%el <P HUId R, A /Y I

AT ST HIE GHT FATeAT T fag@rdt = goed F& e

o umiAtler Address of the Addressee 3TfOr Paragraph JMTS drderadT
Styles (Block/Indent Styles) aTuedT AN, cATETaadr Fearw fagamedis
Saa-&rdft @40 au.fA. I FRITEX qUF FAT HHAR AEegd AT

qot FfRe JrEOr e IR

o Letter Typing scgerel HIfgell @ Fyorisror @relleryHTY :

e Letter caRerET 7.5 T

s GRS 0.5 0T HAT F0AC IS, FgUled qevidl HEAT SRk 15 Fohar

cAIET 378 3o @) 7.5 el = 0T A cHe.

b AT Y FAfaTHEY /s TIBUN/AHAT e ST 0T, HOT Crfdar,
Per Missing/Omitting/Adding Words, Incomplete Typing.

o Letter YgiermaTdr 7.5 0T :

1.

N o a bk~ owbd

Heading (Company Name, Address)
(Bold'/, Mark, Size '/, Mark,
Center '/, Mark, Block/Capital '/, Mark)

Reference no. &Date

Addressof the Addressee
Subject& reference

Salutation

Paragraph + Terms & Conditions
Table Contents

Guidelines - GCC TBC English 50 w.p.m
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2 marks

0.5mark
0.5mark
0.5mark
0.5 mark
0.5mark
0.5mark




8. Terms & Conditions : 1 mark
(Heading 0.5 Mark,Points 0.5 Mark)

9. Complementary Close : 1 mark
(Indent 0.5 Mark, Alignment 0.5 Mark)

10. Enclosure : 0.5 mark

QLetter § 9eaU¥hd Te@T 8T @ I unformatted 310d. fGgamedia d ARfEdATR
AT Ao el TEY I Mg, U7 & FOAYAT TIAT: GAUTFohed e

Yool eFAREYAT oS EACAIA. ek IF TSYRUAE F&ard &l w1 fswmol s
dcoul 38T 3¥d A geaHed - 32l 3T &A@, Enter Key press &%el 3a
ECEIC

TYUT 99 GYAd: YT WIgSell U Fved B, qaAed f3d f3Y Email frar
Website address 3/@er fd¥ ar sar Tmaed I3« A Hyperlink & 2rehd.
faearedier o aefa &ardl. Email, Website 30T Telefax $caife Tie9 Fedick aletel
TrcX %l Bottom Border &l To dAaiceledl Address oUReTHEY HfTdedTa#HTOr
Style apply &€l @eX CEY aXd AT HGeTewh A1 ol Enter § Tab gdrad
MO SR Formatting F& 4.

* U Hgedrdl AT - A T ALRGHAR FaaiAed WifAaedr yAmoT $iee
ASsT WO 3WEeTF 3. 3&1. Company Name U $iee HBS 24, Ir@rall
H¥AeAT Address, Contact details (Email, Website, Telefax) =@t ®iee A@a 11,
3fOr qrhY WYOT TA™ Text size 14 HHUN HARIF g, Ireafalad sav Horame

2. Heading (Company Name, Address) : Company Name Bold @ Wicc dSal
¥ FEl. Address @ <Ir@reildl Contact details (Email, Website, Telefax) @T Wice ¢
$dar. Email, Website, Telefax § 2Tsg camieil 3iTeledr colon a1 ”sgrg (@) A
fohar frerSar aRraEe {ede F&T Bold #x1dd. 3TdT Company Name, Address 31for
Contact details #AFT fFar HEsTAT TR THT dd select F&A Center
Alignment apply &€l. AT SlT T enter key press &% Bottom Border ZTdT.

Q. Reference No. & Date : Bottom Border TJT @rell JAEQ™T Enter o &dr
FgUlerd Border & ot Ref. No. T8U &%l AR THel ¥AW o Arsar fFamer dier
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d@T Tab Key el feelich HTUROUMUT 35Tedl ATl Slad ASel 31T Feh Y& =g,
feeTich gE=aT BN AU ATEr AT Fidell EA. AT Ref. No. 30T Date g s
colon IT RIegrag ( : ) AFH Thar HESTAT RIS [Belde F&T Bold IAd. ATAR
Ueh extra enter AT, ( FgUlSl Date TIT AGET 3T &l 9T Enter Key press ardl.)

3. Address of the Addressee : STl 3eGefeT Letter Urafdd 3MTgld arar Address
18T ge=Taishd Address AT St Style feelell 38el caTyATOr Style apply Rrdr.

Y. fwrg west : colon a1 R=gr@g ( : ) Subject select F&T AH Bold aId.
IS ITEUTAT matter o select ¥« I underline FR1d. ATYATUIIcolon AT FR-grdg
( : ) Reference select &%sT I Bold &1d. FqTfl;c-T AEUT=AT matter o select &
carg underline a4,

* S gRATHET Paragraph o Block Style feeiell 3/0e T galdiel [Awg @ @& Margin
A W[ damal.sik YAHET Paragraph of Indent Style feelell 3/er @ wHlcier fawar
g Hedt Margin 9= Teh <o ¢31 Y& ETET. Hedleick Hc TUeh extra enter ST

g, Hffares  : HAglG/AGIGA/Dear SirfMadamg HITSlelell SR 31HA. T Teh
extra enter GITar.

€. Paragraphs : TATdiel ASTHY FdET fagamedia 3meft geafafyerd TRrEmearsy it
Style feelell 38 IYATOT Style apply TN AR, Ycddh IRTSGAAR Tah Blank Line
3O 3TTS 3R, deHid dacarear 3t @ AR oA 99 WRIFHT Justify
Alignment &I EITAY. Ycdeh sdlel WRIE Jdl Teh extra enter GATal.

b. Table : ¢oal XA 9UH Autofit to Content &®A U3« AaX Autofit to
windows T option T AR &TGT. cdeld A gi3dal sles &&d Center Alignment Fd,
X Table Contents #Ftel Serial Numbers o Center Alignment, Description &T Left
Alignment, Figures @ Right Alignment &% €414,

¢. Terms and Conditions : 3IT el Bold, Underline &ra 370 Center
Alignment Apply &rdr.
Terms and Conditions TIr Points #T Justify Alignment Tdl.

Q. Complementary Close : Yours faithfully fohar 3maerm faeay R gear
FguTeid Complimentary Close. 9RaTeTed complimentary close T position TRt @iferdelr
3Mg i Sardl. 3eT. Right Hand Side far Left Hand Side.
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x S Complimentary Close Left Hand Side o goam@ difeldelr 3dd o <dTell 3R
Formatting && 13, df JdTd Left hand Side o &drdT.
x+ S Complementary Close Right Hand Side & 8vIrg @ifeldel 3™ d¥ 39elr
faearg/Yours Faithfully, 9 geT/Designation 9dd #ZH fhar Hrersear
ATERAT selection 19 T Ruler 9T aMaY &% Left Indent =am Tldamay Fae
#d T Left Indent 3.5 &I drag FIE. AT Selection o Center Alignment
apply &rdr.
Complementary Close #YY HENTSr &ll Blank Enter 31HUT 3T« 3¢,
Complementary Close #cR T extra enter g

to.  Encl. : §I9d / Enclosure AIfSIeTell oI left alignment Sard.

T ETISY AT ST HIET YhT ST A R TICAILAA AT GoEcT el TGN,

Letter : Sample Question and its solution is given below :
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INSTRUCTIONS
Q. Type the following Tender Notice in proper form observing the following instructions?

a) Heading of the Company should be in the Centre of the line and in Block Capital Letters.
b) The address of the addressee in "Block Style”.

c) Paragraphs should be "Block Style"

d) "Complementary close"” should be at Left Hand Side.

SHETKARI SAKHAR KARKHANA ----- Pulgaon Road, ----- Deogaon, Dist. Amravati -----
E-Mail : shetkarikarkhana@gmail.com Website : www.shetkarikarkhana.com ----- Ref. No. :
SSSK-21/16 Date : 10th November, 2016 ----- To, ----- The Secretary, ----- Hindustan
Chemicals Pvt. Ltd., ----- 15 M. G. Road, Fort, ----- Mumbiai. ----- Subject : Supply of Office
Equipment ----- Reference : Your letter No. 121/54 dated 1st November, 2016 ----- Respected
Sir, ----- Sealed tender super scribing tender No. tender closing and opening date on the cover
are invited from reputed and registered parties for the supply of the following equipments. ---

Sr. No. Description Tender Fees
1. C. L. grooved heavy duty under freed. 8,500
2. Reserve cutter modification 3,000
3. Double Scroll screw conveyer 4,000

----- The interested parties should submit tenders separately for each equipments. -----
TERMS AND CONDITIONS----- 1. Tenders will be issued from tomorrow to each working
day of the month and will be accepted up to 5.00 p.m. on the 12th of next month. ----- 2.
Tender will have to become "C" Class member of our Karkhana by remitting entrance fees of
Rs. 5 only----- 3. The right to reject any or all of the tenders or part of the tender by the
authorities. ----- 4. Karkhana will not be responsible for any printing mistake of Postal delay
if any. ----- 5. Tender will be issued only at our Karkhana site on payment of Tender Fees and
Earnest Money as shown above in working hours. ----- 6. Tender will be opened for the best
of receipt if possible in presence of Tenders. ----- 7. The scope of supply will include design
supply, erection with necessary alteration with existing equipment where requires,
commission of satisfactory performance of the individual equipment. ----- 8. Tender should
furnish the Xerox copy of the registration under Shop Act and Sales Tax dealership
Certificate and Xerox copy of experience certificate at the time of purchasing tender. ----- 9.
The specification of sugar quantity and details and conditions are mentioned in tender form
and it is strictly binding on the tenderer. ----- Yours faithfully, ----- Manager----- Encl : Nil
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SHETKARI SAKHAR KARKHANA

Pulgaon Road,
Deogaon, Dist. Amravati
E-Mail : shetkarikarkhana@gmail.com Website : www.shetkarikarkhana.com

Ref. No. : SSSK-21/16 Date : 10th November, 2016

To,

The Secretary,

Hindustan Chemicals Pvt. Ltd.,
15 M. G. Road, Fort,

Mumbai.

Subject :Supply of Office Equipment
Reference :Your letter No. 121/54 dated 1st November, 2016

Respected Sir,

Sealed tender super scribing tender No. tender closing and opening date on the
cover are invited from reputed and registered parties for the supply of the
following equipments.

Sr. No. Description Tender Fees
1. C. L. grooved heavy duty under freed. 8,500
2. Reserve cutter modification 3,000
3. Double Scroll screw conveyer 4,000

The interested parties should submit tenders separately for each equipments.

TERMS AND CONDITIONS

1. Tenders will be issued from tomorrow to each working day of the monthe and
will be accepted up to 5.00 p.m. on the 12th of next month.

2. Tender will have to become "C" Class member of our Karkhana by remitting
entrance fees of Rs. 5 only

3. The right to reject any or all of the tenders or part of the tender by the
authorities.

4. Karkhana will not be responsible for any printing mistake of Postal delay if any.
5. Tender will be issued only at our Karkhana site on payment of Tender Fees and
Earnest Money as shown above in working hours.
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6. Tender will be opened for the best of receipt if possible in presence of Tenders.
7. The scop of supply will include design supply, erection with necessary alteration
with existing equipment where requires, commission of satisfactory perfomance of
the individual equipment.

8. Tender should furnish the Xerox copy of the registration under Shop Act and
Sales Tax dealership Certificate and Xerox copy of experience certificate at the
time of purchasing tender.

9. The specification of sugar quantity and details and conditions are mentioned in
tender form and it is strictly binding on the tenderer.

Yours faithfully,

Manager

Encl : Nil
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U213 :Balance Sheet :- 30T ¢4 (Fremadl 3 fAfaAR)

Trriawrrmahrsrm:

o TARIHTSS.g IO :
TS ThETST Y, 0T HAT OIS, FUIGTT ghidl HEAT SR ¢g fehar
e 318 3T R b.g YT T IOT A,

Yeh AT Y TATATHEY Yeh/Ase, TINGUN/ATCIS e SIS 0T, Fehral 37ch IS
O, 3quT erafder, Per Missing/Omitting/Adding Words, Wrong Number Typing,
Incomplete Typing.

Ageard! FAAT :  Fhrear ALY Balance Sheet Type Fedrd HYUT FRAH = 0T
A are e eard.

o WSHTAAATS b.g T :
¢ Heading : 2 Marks
(Bold '/, Mark, Size '/,Mark,
Merge & Center '/, Mark,
Block/Capital '/, Mark)

¢ Column Headings and Alignment 1 Mark
e Other Cell Alignment 1 Mark
e Column Width 1 Mark
e Borders 1 Mark
e For Functions 1 Mark
e Last Row Formatting : 0.5 mark
O Balance Sheet Guidelines
2. IR FEATT AAgHAT Al ITT el FEY .
. YT CeIyAOY AT AT o ALY Balance Sheet Al Id Contents

type HIdd.
3. Balance Sheet TIT YAHEY AT Tl ALY ? (IATdeg) [oelel 314 AT
dor 7Y fagaredial Q9T dF Formula aiass 3t FEId g, dd ?

Question Mark Type &% 3.
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¥. Heading formatting :
a. A1 a1 dof AT Main Heading Bold & Underline ard. &R HYof

Balance Sheet o #FEIHIT ISaT 3RM YHR Row selection &&T Heading

o Merge & Center command apply & @ Hice dTSsT 18 T,
b. Main Heading =ar @relial B1 a1 ¥ Al contents & Underline a4,
S’ HYOT Balance Sheet o HEIHWM Al 311 YR selection &&eT cTel

Merge & Center command apply #X1dl & Hlec ASol 16 .

UF HAgedrd! AT - aliel @ 0T b AT & GfARTFT HIVIART Wiee fderedisl dee] =3,
38 Hedr | 0T HeAT glclel I Hle AT

3. glieT glT U A} Balance Sheet & §IUATYdl Ts Blank Row 3&Tdl.

&. Balance Sheet T dd Column Headings =T Bold &9 § @& Center
Alignment apply &rdI.

b. WRATA Liabilities @ Assets HEI 3rfcledl #d o o gfS #Heg Bold &rdd.
(e.g. Capital Alc. Reserve and Surplus, Plant and Machinery, Investments,
Sundry Debtors etc) ¥4 #Heg T aulel WAl 3rfcledrd U #HEY e5Y
STeardT @rAT SHrar.

¢. Figures type &l Figure Athel comma dd@d point TIT l'f.f 3THUAT Zeros
afgd quT Figure type &rdl.

U& Ageard! Haer : Formula a7 aTR &%l of 3R ISel T ALY SR comma ddd point
T 9 AU Zeros 3T AR Y aearediel I HIUIATET dael & o3,

. Formulae aRdET A9 o9 Function i@, 9e#Hed O geaAfieg (?) 38
AT T80l formula araRTaT JIRIOR 3TE.

a. 39edr Balance Sheet #¥Y 5 Sdier &0 3ads 3¢ fdd Auto Sum
& Function amoRra<r 31g.

b. [T gameTehr HUTHr 3 AL - (minus) I1T KsgT IR AT 3. 3.
= (E5-EB).

c. TS percentage feelel 31 fad gdrerdATOT formula ATORTET.
3ar. =E5+15%
T Heedrd! AT He formula HEY T[0T AN TR SO + § g
AT shift+8 =T a9 T, FAAT IA Numeric keypad HEI 3TdeledT
* 7 RIegrar I &% 713,
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go.Balance Sheet #FYTel AacTar U o THA dBd select F&A Bold &l EIIQ.
Total Rs 3reledr U AeT A HIOT B g GlT cells select &% < Merge &
Center &d. d@d D 3701 E g &l cells select &% I Merge & Center
Fd. Fgural Y Liabilities side and Assets Side Tar Total Rs 378 contents
3TASAT IT Vel Hol HUIIATAT 3.
2¢.9d Column Width ETTIHTOT AT F&el €GN,
a. Liabilities Ir Column Tt width I fadehr & egrar.
b. Liabilities Side TIT Figures 3dcledT &l Columns & THIT dadl select
F&eT AT width T fATehT Eed €Y.
c. Assets IT Column T width J9T fadeh %t ETTET.
d. Assets Side TIT Figures 31&cledl &l Columns & THII dBd select
%] AT width IR fATehT Sded EI1EY.

T HAgeard! FaaT : Column width FAT Student @ Contents =T 3aRTsh dadr
Column Width &%eT &gmdl. Specific Column Width #Tgr.

8. Row Number 4 #HtfileT Balance Sheet Heading Contents o All Border Apply
T

23. Table Heading sicdk @ Total Rs. TAT 3W@MeX 9dd=ar & off Outside Border
Apply @Tdr. 8T More Borders #EI T3« Vertical Inside Border Apply
HTaT.

2¥. A9t Total Rs. 3i&eledr I Aol Contents & All Border Apply &hrdl.

?4. Authorized Share Capital d&T gc=dl A ALY Total Rs. Y& IHUTAT Figures
=T Cells =T Thick Bottom Border Apply srd.

9€. ST egaX Formulae amoler 3ed <aT f&ehoft Bottom Border &rar.
2. €T Main Heading Wrgsls HYUT Balance Sheet select &%« cdrell Vertical
Alignment Middle &Rrd.

TeeHe/doer e T3 FAWT SN HEl ol el 3T o [degredisl «ar gaed
el EATELT.

Balance Sheet : Sample Question and its solution is given below :
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M/S. ROHAN ENTERPRISES., PUNE

Balance Sheet as on 31st March 2013

Liabilities | Rupees Rupees Assets Rupees Rupees
Authorised Share Capital Plant and Machinery 80,000.00
10,000 Equity Shares of Less : Depreciation 12000(?
Rs.10 each 1,00,000.00|@ 15%
Capital A/c : Investments :
Opening Balance 50,000.00 Government Securities 10,000.00
Add : Profit for the 18,000.00(? Deposits with MIDC 2,000.00|?
year 2013-14 Pune
Reserve and Surplus : Sundry Debtors 65,000.00
General Reserve 25,000.00
Add : Addition during 5,000.00|? Stock 20,000.00
the year
Cash 23,000.00
Borrowings :
Central Bank of India 70,000.00
Term Loan for Machinery 20,000.00{?
Working Capital
Total Rs. ? Total Rs. ?
M/S. ROHAN ENTERPRISES. PUNE
Balance Sheet as on 31st March 2013
Liabilities Rupees Rupees Assets Rupees Rupees
Authorised Share Capital Plant and Machinery 80,000.00
10,000 Equity Shares of Less : Depreciation 12000 68,000.00
Rs.10 each 1,00,000.00|@ 15%
Capital A/c : Investments :
Opening Balance 50,000.00 Government Securities 10,000.00
Add : Profit for the 18,000.00 68,000.00(Deposits with MIDC 2,000.00 12,000.00
year 2013-14 Pune
Reserve and Surplus : Sundry Debtors 65,000.00
General Reserve 25,000.00
Add : Addition during 5,000.00 30,000.00[Stock 20,000.00
the year
Cash 23,000.00
Borrowings :
Central Bank of India 70,000.00
Term Loan for Machinery 20,000.00 90,000.00
Working Capital
Total Rs. 1,88.,000.00 Total Rs. 1,88,000.00
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9T ¥ :Speed Passage - English Typing 50 w.p.m.:-

T 40 (Freratfi7 Afae)

e YRS 1 0T HeAl HOAT ASol. (FAAITHEY Feh/leg, FaTad0l/ ST
IS eg TST 0N, IYOT ST, ShEdd HTO/fhar f3foe &I a1 aro seet goech
Folell Ucdeh s (Per Missing/Omitting/Adding Words, Incomplete Typing, Each

corrected word using Backspace and/or delete key) FgUTsd glchiu“l HE&AT S 24 qaTr

AAF IFeT R AT TRATHEY Y I[OT [AB.

s 98e A eI gH geed FF AAd. T 9@ AA SN faggraE
dFEAR/Felle ST qIFT TH GIEA FedT W GEET Feledl Tdd A IF Hiotell
S5l 37T TeholedT YA Asarem et o7 Faly FIoATa .

et 3aRT (Speed Passage) & SUATYdl 30 VG FIFCSFA SAAT ThIeTay
¥, o1 dw dFgrear FEEfia Tl IART BT FAT IR AL 30 VFg qof
HTeATAR Speed Passage €T 7 fAfaern eraw g% gifa. a1 7 MAfaewed Rgara=
Jraer T @S qob FIEATET e,

< FTE! FAWTUROT FAT

2. Speed &Id 3EAET : Word Wrap Facility 3fediH{e U1 Hedrer fullstop ek
Uehg! T9F o AI3dr Enter Key geTdl. Line to Line Type & 9.

3. Letter, Balance Sheet, Speed®td wholel ol well el facaTLaThgT Tohet
f3foe g5 whd. fde@redien @ Wd <EY oA AN 7F FgUR hIFGIHAE
3YelsY 3delell UNDO scadl gfaem Quick Access Toolbar HEX 3Uclstl el
feelr 3me.

4. Tacaredisr e HIVIATET eMcehe Shral IR FH& 3.

5. udieietiel Hd 9T qeT RYee fGeedn AR FEArar HICHRIUT e

H&e] Fisardd.

—

Guidelines - GCC TBC English 50 w.p.m  Page19



aq -

3y RgamedtaEd - 3 fagarediar sush draus 3o u.fA. ey FAgad (Fa17
areeh) T SHUITETS! AHATA AT Aol fRreToT
eI oNgRo08/23%4/(2]0/R008)ATRI-¢, f&.20/20/R00¢ FAR HATIAT feelell e,
daT 3y fAcarediar @0 ardeel (Acdeid) aad, 206G argedleddk o Cahfelidd
FOATH FAR AROAT AT of&Td 83 coholl@ed TUaTHAYTS T 3aRT AT b
Afaer tasl ¢ Afae oo 3 A AfoRed @ cvam aa= emEafaeT
AT RAGTOT TIHET Fhellolis 008/3364/(2R0/R008)ATMRN-¢,fE. 3¢ f3HT 00t AR
AT feelell 3Te.
& Haeld GCC TBC English 50 w.p.m a7 JQETHTET oI19] TTETet.

fecamr fagareatared :- fGeair Aearediar choas Hlerey grea FoIrad  3HaTs
IO IEFGHET TGOS BT fohar SC AHET yo ek fhar g U
FIIATIEUT fEeaeTea 3ol 3 7 Sieer aed Rifsrcawen (Siegr Rifcger Toi)
¥ gAOIT Felel T T IATGr GUETT T TholGareaT GUETdTe I SAITATEr
T 3AcarR v fAfAeNast o AR e 3 3% AP gaaa qvag
AT, Qe fAI8TorT fFamer, emaer Aok & qdaT-R009/d.3,0/TH.31.R, G R0
HTeFela] 0¢€ FTHR AT Teelell 37Te.

g Haeld GCC TBC English 50 w.p.m T GHETHTSET o] TETe.

FaraTid/-
JgFd
HERTSE T 9aT IRvg,
qul - g2go0?
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HERTSE T e aRve, qor

ATHHRIT HIOTH TATAIN THATOTIT JH&T
GCC TBC English 60 wpm
(Government Certificate in Computer Typing Basic Course English 60 w.p.m. )

gdtemreffardt gfieruatt gduTeRor Arfedl, FEAT G IoTEreT Aeren

UTUTUIUT:-100-)

* TEdfss (Objective) 259ATAHT 1 I[OT THOT 25 IO
® HIUIH EHo@A Wichiaw (Computer Typing Practical) Tor 35 o
(PowerPoint Presentation 5 aqor + Letter/Tender Notice15 qor + Balance

Sheet 15 0T)

e Speed Passage GCC TBC English 60 w.p.m. T&UT 40 3I[0T

qieTr wraras} - 90 AR

fastmer ¢
e GCC TBC English 60 w.p.m. aﬁ’::cgu HIATHFHATR TR et {Fea gea
0T 25 (Fremaeht 25 @AfR)
ueeT @ THOT [T I EIUITETSY
AT 0T (40%)
25 ER-T:IJ?I'% 9T 25 fafae 25 10

THUT 25 3ifeolfded WReT 3ECiel. Todeh sRISK STREST 1 I[0T 3cliel. e TRIET I
ARTAGAEY °UAd AT 3edHD Sicolided T Tdegredien sRISIgash/Er ar oy

LY Tl STce.
faremar 2
o FFEYR AN YiFehe TaT : qor 35 (Fremath 65 @A)
weeT do(Afaeimed) | THOT T IoArETS AT IO
aror
1. PowerPoint 05 :E)S I fAeET TeAES UhfAd arifder
Presentation Tt 38, AU Aeer  UAHEY
2. Letter 30 15 ﬁ@\?r ﬁa:qﬁ;qﬁa‘r AT 14 T[T
3. Balance Sheet 23 15 Ao a7 ar ﬁa:q'r?_ﬁ' 1 T AETEE
g g
THUT 58 fafae 35

o
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91T 3 Speed Passage English @ 60 w.p.m.

oot @ THOT T QOIS AT Ior
(AfAeed) aror
English Speed 07 40 | I geAiAEY fagumedien feAT 16
Passage 60 w.p.m. qor A R oar faeErdt ar
ICEICIEz 5 e e I T
ThUT 07 fafae 40

reC ;r‘;amﬁ.‘?r T JHTOT FTaTael SUATT Tl 3Tg. F0THAT Thidal el
35Tear disfell Timer fG8er. do Ml woat quf siredrd wWaffic sHvar Fardsa fagameten
feotel 3. W SR & weard fafRad FAd 9% Wuellay weal automatic submit S
Uideehel Yol HENST HGIS HhiFcgicar, dex, doled e, § TR fdsh dos el qol gvel
3N TR faeTrdl o Tehel areged U3 Ashel T HET YT oAl HTCAH AT GOET el
gdr Idre.

AGISS HIFYRET, dedoled AMe, T I SART TredT FRAYTIRI HIUThredT Thial aX
STeAT STo[d THcTer. aeTisll HaToTehrear Fhiel a¥ 3oedl STe[d e WISTAul 3(Ufard 31Tg.

YeATABIT HAlfgcl! GTelTYHTO  :-
o fAWT ¢ FFYR IFIHFATE IR TEJAS (Objective) W -
25 o1 (Fremad2s Afe).
ThUT 25 qEJASS (3iiesierera) agm‘rzfr URe 3. Fcdsh SRISK 3TRETST 1 707
3o, HeX aEJASS TReT Tt FRISSUM/fEET em¥eed araar Iche.
TEASS YRATHEY FIEN G SR el AANATDA e SRAQUATT 3Tl TR TeHT
AT BiETaR A feel ST,
A : IEIASS FRATT GIed 0T X 25 + HF qEIASS TRATT THOT 0T
3WIFT GAEAR WIS IO IYOIhId  HeIE A SEcredl  quiiehid d91ek
O ASA. IS TaeareATen favA 3ihrerer o7 fAey Al

TeX ARl Ucdeh UeAr@lenr 4 fhar 2 3y 3@UIR 3Rd. A aey
TR T e Galel leolrdld URahs S 3Te. fdearedid warer uee ST
died HEeAH ol o Hsacdl Next Button Teed qéter 9ead &sfaar Ider. 38 &dIoT
dIEUIR YR dovedl FAlGd faearedtd qogl @sfadr Jciel. THKOUT 25 Ul WAl T
25 9RE HISTH SR F{AC Seale] foefh &d.  HETAC Sealal faeleh shodleic]
3T Feeldl JUR AT A dAle el W S a7 geardt  faffaa Faeh 9 Afaerh
93 WYl dX el automatic submit &,
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ﬁmammmﬁwmw@m.ﬂmﬁmmbne

Computing, Letter, 3Tfor Balance Sheet @ HTUIRA WA T AHIGIE ATl
3w AT qEfdd .
9T ¢ : Powerpoint Presentation

T 5 Fremat 5 Al

o WR&AUfIhd Powerpoint Presentation f$IIe TehoT 5 e fauRel Sifcliel d e
URATH 1 318 TKUT 5 I[0T 3rHcie.

e 5 9T Tshiad 5 fAfae d& el 3e.

o facaredd gea @ 3mfeid 3O srear areE el

o 37T SIGE feeledT TRATYATOT 3o faeardt &isq ersher.

e 1T 5 318 YA 3 AT 3ofedn ared 3aX f¥eh fqacier. YT Slorargr
WA fFeleh et faeTTdl IvTcargl At TReT Hisq Qdho.

o YA® YAHEN 3R HISTAUATATS! FHHI/STET €0 3 Aeheilel. TRATTHTOT JUfaTdT
3] gTd AgcdT TOUT A, Trell fGeledr 3ggI0nd 5 T 3Ted.

o THET YR A oA / HYOT AR ol I dIlge] Yool Ty foboreh ahivel
T WSAAT IS, T 37T W attempt Shell 3T AT TATT 37 f@lear
TTET gise.

o foe Ul e AT 3AUYATT SO IRd H g facgaeden g% gRaTen
feFeleh eel TURL UBdl Asel I HTEIHT dCoAE Y qUT @isfaar I,
31tfae Asfacledr 3 0T fABUIR ATérd.

e Submit Button click Feard fhar geaTdl HfRGd Felell dd TUA T
Automatic Submit 8BSl T FIUTATET d&o AT UMK TaT.
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Powerpoint Presentation TE#Td 380 &@d Teh U g 38T 30 AT e 3me.

“NEEOH Presentation2 - Microsoft PowerPoint x
L L — =

O vome | msen  oesign  aumations  sideshow  Review  View @
By koo () Stewa T B e e e BN N 000 - o s |8 o |
o 4a Copy E Reset — B | sl ) Align Test - AlLLod 0. zshape Outline - | 8, Replace =
PSS Formatpanter | gue', w1 Delete [ B4 U e & A Aa A [E=FE[E] 2 comettosmanat || % A€ 3 47 ootk shape et - || & select -

Clipbosrd | Sides Font 5 parsgraph i Draning 5| ediing

~

Click to add title

~ Click to add subtitle

Click to add notes

Side Tof 1 "Office Theme® | <X English (Unted States) |

£ Type here to search +9 P

First (1) (Open Powerpoint)
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Second (2) (Insert Title Slide)

@ W9-0)+ Presentation? - Microsoft PowerPoint = @3 %
58—
27 'Home | inset Design  Animations  SideShow  Review View C}
- — Ly — i . 2
7_3] & cut _] = Layout T2 - ”2_‘/| == i;!‘ni"il,...vmmreman BENNO0O Tasnaperm 44 Find
4a Copy ‘ £ Reset <] Align Text - ALLD D O &, Shape Outline %, Replace -
| . : amm = wick
PO coomapace [ 3 ovie | [T U @ A ] [ WIE]  # comentosmansn - || % VAL P A w AT o | soka -
| Clipboard | Office Theme Paragraph I Drawing 4| Editing
‘Slides v x
Go
Tide Side Tille and Contert _ Section Feader seareh in:
Al caoctions [~
Results should be:
Al media file types [~
= Y=
Two Content Comparison Title Only I L R TS SR

Click to add title

Blank Content with Caption Picture with Caption

Duplicate Selected Slides
Shides from Outline...
= Reuse Slides.

 Click to add subtitle

4 organize clps...
3 Clip art on Office Online
@ Tips for finding clips

Click to add notes

Side 1011 Ofice Theme® | 33 Englisn wunited states) |

+9

£ Type here to search
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Third (3) (Type the Heading of Titles)

@ \CLE ) Presentation? - Microsoft PowerPoint - o %
{
Home | inset Design  Anmations  Sideshow  Review View C}
) Cut = Text Directior 2 Sh Fil Fi
_4] & Jjbyw\ (o ” ||f R il..e BENNOoAQ - Eﬁ Taps|1 44 Find
1a Copy 5 Reset Algn Tea - ALLD DO 2 Shape Cutine - || &, Replace -
P ormat painter || o, 3 Diete | B Db W 2 ][ A [ == P comventto smarar - || % S AL ¥ gy 3 ATe0we Qv ‘:'_ i shape Effects = || & select~
| Clipboard g sides Font g Paragraph g Drawing | edting
‘Slides @ x A4
Go
Search in:
Al caoctions [~

Results should be:

Maharashtra State Counsil of
Examination, Pune

GCCTBC EXAM ENGLISH 60 W.P.M.

=Fi=

@ Clip art on Office Online
@ Tips for finding clips

Click to add notes

Side2ofz  Office Theme® | 3 Englisn wunited states) |

£ Type here to search +9 J

Fourth (4) (This slide Choose Design)

@un T@9-0)s

wsen | Design | Ammations  sideshow  Review  View

L] Lj [ Aa A A g::i' 9 Background Syles
mmmm=n ---- run s e = [Oeffects - || Hide Backoround Graphics
Themes 5

' Sln ommm
Page setup

Maharashtra State Counsil of 1 e o
Examination, Pune

GCCTBC ENAM ENGLISH 60 WP M.

%% Clip art on Office Online
Click to add notes & Tips for finding clps

sidezof2 Equity | B English (United States) |

P Type here to search 4

Guidelines - GCC TBC English 60 w.p.m  Page6



Fifth 5 (Show this slide Slideshow)

@‘. d9-0)s Presentation? - Microsoft PowerPoint - 0o X
3 -
= Homé  Insen  Design  Amimations | SlideShow | Review  View Ll
5 O E__;T L?‘J = K3 Record Narration Resolution: Use Current Resolut... ~
& Rehearse Timings 57 Show Presentation On
cosom | Setup  Hide " =
| Beginning Current Slide Siide Shaw - | Siide Show Siide ¥ Use Rehearsed Timings Use Presenter View

| ‘Start Slide Show set Up Monitors

| stice show erom saginning 5) clip At v x

Start the side snow from the first : Seareh for:
side.
Go
Search n:
Al cabections =
Results should be:
All meda il types [~

Maharashtra State Counsil of 1 e o
Examination, Pune

GCCTBC ENAM ENGLISH 60 WP M.

%% Clip art on Office Online
Click to add notes & Tips for finding clps

Sidezof2 Equiy | B English (Unfted States) |

P Type here to search 4
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Ul R .

or 15 (Fremadr 30 fAfae)

AT Letter T & 92T unformatted 378 FgUTSI UM contents YRATHEN
W ALY M. 79 & FROAET JUAT: YeAuTFohd feoledT ol cqareyd

HHST TACANA. A U9 TS HUAH FHald FEN. TR Fhleial STeal aisfell fGde.
rETdy aor 15 3ed @ do 30 fAfAe 3me. wdemdiar 3eear S r@eear Answer
Sheet #Y el ¢t Tender Notice wiigm uRwessa GCC TBC English 60
w.p.m AT GREESHT fGeedr ANTEAIR IR ace SEel 89 Y g, 99

¢st AT Tender Notice Typing

TEY FIA AT X FIE T Fredr a¥ et @ goea & a.

o 3T AW Address of the Addressee 3TfOr Paragraph I/ TS dTderadT
Styles (Block/Indent Styles) aTuedT AN, cATETaadr Fearw fagamedis
shraa-drdtd. 50 a.fr. I FRATET OF FAAT IFeAR ATaeg AT

qot FfRe JrEOr e IR

« Tender Notice Typing sggerl AR @ FyoTHor @relteryaToY :

« Tender Notice Typing eraf¥aramdy 7.5 aor :
Yl YHES! 0.5 0T HAT FOACT IS, Ul gehidl HEAT SR 15 fohar

e 318 3ol @R 7.5 Y T 0T A

I Irar 7Y WfTALd GH/2reg qTSvl/Adee g 9T FHOY, IHUT T,
Per Missing/Omitting/Adding Words, Incomplete Typing.

« Tender Notice 9sieemaTér 7.5 [T :

1.

© g s~ b

Heading (Company Name, Address)
(Bold'/, Mark, Size '/, Mark,
Center '/, Mark, Block/Capital '/, Mark)

Reference no. &Date

Address of the Addressee
Subject& reference

Salutation

Paragraph + Terms & Conditions

Guidelines - GCC TBC English 60 w.p.m

Page8

2 marks

0.5mark
0.5mark
0.5mark
0.5 mark
0.5mark




7. Table Contents : 0.5mark
8. Terms & Conditions : 1 mark
(Heading 0.5 Mark, Points 0.5 Mark)

9. Complementary Close : 1 mark
(Indent 0.5 Mark, Alignment 0.5 Mark)

10. Enclosure : 0.5 mark

O Tender Notice Typing g WesdfEehd FeldT fedel @ o unformatted 31&e.
e @ AFCYAR FIAET o HEA ST HAAAR ITE. A FE FHOAA
TUHT: GAYTIohdl oAl oAl Faiedd FHE TN, #Ack U9 YU F&ald
). Sar fewmlt e scoot nf@a ¥ /Y geAaHed - el Y .
Enter Key press &%l 35 sSGelrar.

TYUT 99 GYAd: AUC WSl U Fded B, qaAed f3Y f3Y Email fhar
Website address 3/@er fd¥ af sar Tmaed I3« A Hyperlink & 2rehd.
faczrear & T Sardt. Email, Website 31f0T Telefax 3ca1fe €189 SR Glelel
TrcX F%T Bottom Border rdl. To sd¥ féeledr Address amaRaAed HAifIdedTa#TOr
Style apply &€l @leX CEY aXd AT 3G A1 ol Enter § Tab gdrad
MO SR Formatting F& 4.

* UF Ageardl ¥ - Tender Notice Typing FIAGT ARGHAR HeATALE
FIfITedT AT Biee HISST IHUT Taey® 3R, 3aI. Company Name TS Blee
HISST 24, OMETel 3¥aedr Address, Contact details (Email, Website, Telefax)
df Blec AES 11, MOT aEhr FYOT Tar Text size 14 3HWU IHTERIAF 3Te.
JreafaRed 3T FUTAR Blee AHS IR dae 7. W Fedw AT FA
gidier I sl e

2. Heading (Company Name, Address) : Company Name Bold @ Wicc dSal
¥ FEl. Address g Ir@reildl Contact details (Email, Website, Telefax) @T Wice ¢
&ar. Email, Website, Telefax g 26 cdrISINI 31&cledT colon a1 [Regg (@) ABH
fohar Hrerszar aRraEe {ede F&T Bold #x1dd. 3TdT Company Name, Address 31for
Contact details #FFT fFar HEISTAT TR THI dd select FwA Center
Alignment apply &€l. AT SlT T enter key press &%« Bottom Border gTdT.
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. Reference No. & Date : Bottom Border TIT @rell SIEdral Enter o &l
FEUTerd Border @ o[t Ref. No. €U &%l AR UHal ¥A6 o Azl fFae @i
d@T Tab Key el feelich HTUROUMUT 35Tedl ATGIeAT Slad ASel 31T b Y& =g,
feeTich gE=aT X AU ATEr AT Fidell EAE. AT Ref. No. 30T Date & s
colon IT RIegrag ( : ) AFH Thar HESTAT RIS [Belde F&T Bold IAd. ATAR
Ueh extra enter I, ( FgUlSl Date TIT AGET 3T &l 9T Enter Key press ardl.)

3. Address of the Addressee : SaTell 3eGefeT Letter 9rafdd 3MTgld arar Address
18T ge=Taishd Address AT St Style feelell 318el caTIATOr Style apply rdr.

Y. fww T Teel : colon I R=gr@E ( : ) Subject select F&T AH Bold .
cATYE ITEUTAT matter o select ¥« I underline FR1d. ATYATUIIcolon AT FA-gTdE
( 1) Reference select &%« M Bold &Id. cATYE HHUAT matter & select FH&eT
oarg underline a4,

* S gRATHEY Paragraph o Block Style feeiell 3/e T galdiel [Awg @ @& Margin
A W[ damal.sik YAHET Paragraph of Indent Style feelell 3/er @ wolcier fawar
g Hedt Margin 9= Teh <o ¢31 Y& ETET. HedleicR Hc TUeh extra enter ST

g, Hffares  : AIG/AGIGA/Dear SirfMadamg HIfolelell SR 31HA. Tl Teh
extra enter GITaT.

€. Paragraphs : TATciel ASTHY FAET fagamedia 3meft geafaf¥erd dREmearsy it
Style feelell 38 YATOT Style apply TN AR, Tcddh IRTSGAAR Tah Blank Line
3O 3TATS 3R, deHid dacarear 3 g AR oA 99 WRITFHT Justify
Alignment &I EITEY. Ycdeh sdlel W% Jdl Teh extra enter GATal.

b. Table : ¢oaf AT 9UH Autofit to Content &®A U3« AaX Autofit to
windows T option T AR &TGT. cdeld Hd gi3dsl ales &&A Center Alignment F,
7R Table Contents #FtTer Serial Numbers o Center Alignment, Description @T Left
Alignment, Figures @ Right Alignment &% €414,

¢. Terms and Conditions : 3JT gl Bold, Underline &ra 37T Center
Alignment Apply &rdr.
Terms and Conditions TIT Points #T Justify Alignment Tdl.
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Q. Complementary Close : Yours faithfully frar 3moerm favarg X gaaT
FguTeid Complimentary Close. 9RaTeTed complimentary close T position TRt @iferdelr
3mg = dardt. 381, Right Hand Side foar Left Hand Side.
x S Complimentary Close Left Hand Side o goam@ difeldelr 3dd o <dTell 3R
Formatting && 1. df JdTd Left hand Side o &drdT.
x+ S Complementary Close Right Hand Side & 8vIrg @ifeldel 3™ d¥ 39elr
faearg/Yours Faithfully, 9 geT/Designation 9dd #ZH fhar Hrersear
ATERAT selection #1d T Ruler 9T aMaY &%l Left Indent =am TldAay e
#d T Left Indent 3.5 &I drag FIE. AT Selection o Center Alignment
apply &rdr.
Complementary Close #YY HENTSr &ll Blank Enter 31HUT 3Tdde 3E.
Complementary Close #cR T extra enter g

to.  Encl. : §I9d / Enclosure AIfSTeTell oI left alignment Sard.

T ETISY AT ST HIET YhT ST A R TICAILAA AT GoEcT el TGN,
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Letter : Sample Question and its solution is given below :
INSTRUCTIONS

Q. Type the following Tender Notice in proper form observing the following instructions?

a) Heading of the Company should be in the Centre of the line and in Block Capital Letters.
b) The address of the addressee in "Block Style”.

c) Paragraphs should be "Block Style"

d) "Complementary close"” should be at Left Hand Side.

SHETKARI SAKHAR KARKHANA ----- Pulgaon Road, ----- Deogaon, Dist. Amravati -----
E-Mail : shetkarikarkhana@gmail.com Website : www.shetkarikarkhana.com ----- Ref. No. :
SSSK-21/16 Date : 10th November, 2016 ----- To, ----- The Secretary, ----- Hindustan
Chemicals Pvt. Ltd., ----- 15 M. G. Road, Fort, ----- Mumbai. ----- Subject : Supply of Office
Equipment ----- Reference : Your letter No. 121/54 dated 1st November, 2016 ----- Respected
Sir, ----- Sealed tender super scribing tender No. tender closing and opening date on the cover
are invited from reputed and registered parties for the supply of the following equipments. ---

Sr. No. Description Tender Fees
1. C. L. grooved heavy duty under freed. 8,600
2. Reserve cutter modification 3,000
3. Double Scroll screw conveyer 4,000

----- The interested parties should submit tenders separately for each equipments. -----
TERMS AND CONDITIONS----- 1. Tenders will be issued from tomorrow to each working
day of the month and will be accepted up to 5.00 p.m. on the 12th of next month. ----- 2.
Tender will have to become "C" Class member of our Karkhana by remitting entrance fees of
Rs. 5 only----- 3. The right to reject any or all of the tenders or part of the tender by the
authorities. ----- 4. Karkhana will not be responsible for any printing mistake of Postal delay
if any. ----- 5. Tender will be issued only at our Karkhana site on payment of Tender Fees and
Earnest Money as shown above in working hours. ----- 6. Tender will be opened for the best
of receipt if possible in presence of Tenders. ----- 7. The scope of supply will include design
supply, erection with necessary alteration with existing equipment where requires,
commission of satisfactory performance of the individual equipment. ----- 8. Tender should
furnish the Xerox copy of the registration under Shop Act and Sales Tax dealership
Certificate and Xerox copy of experience certificate at the time of purchasing tender. ----- 9.
The specification of sugar quantity and details and conditions are mentioned in tender form
and it is strictly binding on the tenderer. ----- Yours faithfully, ----- Manager----- Encl : Nil

Tl geaT safadled guRT YR ST/ $Y, AegHd 9o q &o ol qhaAed e / TR A
Tt fogerel wearafaaT gl mar FiFuge TR 7 e geeda graw g
AT / TN AT Thel FA FATET FTIIUTT Fell aR AT s F1 7 ?

el fagareatar st A frar A § grae degehee qegdla A Sde & e
(R ufiFear e Raear gaavaAmr Ty Fd amter el gega 3dd.)
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SHETKARI SAKHAR KARKHANA

Pulgaon Road,
Deogaon, Dist. Amravati
E-Mail : shetkarikarkhana@gmail.com Website : www.shetkarikarkhana.com

Ref. No. : SSSK-21/16 Date : 10th November, 2016

To,

The Secretary,

Hindustan Chemicals Pvt. Ltd.,
15 M. G. Road, Fort,

Mumbai.

Subject :Supply of Office Equipment
Reference :Your letter No. 121/54 dated 1st November, 2016

Respected Sir,

Sealed tender super scribing tender No. tender closing and opening date on the
cover are invited from reputed and registered parties for the supply of the
following equipments.

Sr. No. Description Tender Fees
1. C. L. grooved heavy duty under freed. 8,600
2. Reserve cutter modification 3,000
3. Double Scroll screw conveyer 4,000

The interested parties should submit tenders separately for each equipments.

TERMS AND CONDITIONS

1. Tenders will be issued from tomorrow to each working day of the monthe and
will be accepted up to 5.00 p.m. on the 12th of next month.

2. Tender will have to become "C" Class member of our Karkhana by remitting
entrance fees of Rs. 5 only

3. The right to reject any or all of the tenders or part of the tender by the
authorities.

4. Karkhana will not be responsible for any printing mistake of Postal delay if any.
5. Tender will be issued only at our Karkhana site on payment of Tender Fees and
Earnest Money as shown above in working hours.
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6. Tender will be opened for the best of receipt if possible in presence of Tenders.
7. The scop of supply will include design supply, erection with necessary alteration
with existing equipment where requires, commission of satisfactory perfomance of
the individual equipment.

8. Tender should furnish the Xerox copy of the registration under Shop Act and
Sales Tax dealership Certificate and Xerox copy of experience certificate at the
time of purchasing tender.

9. The specification of sugar quantity and details and conditions are mentioned in
tender form and it is strictly binding on the tenderer.

Yours faithfully,

Manager

Encl : Nil
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U213 :Balance Sheet :- 30T ¢4 (Fremadl 3 fAfaAR)

Trriawrrmahrsrm:

o TARIHTSS.g IO :
TS ThETST Y, 0T HAT OIS, FUIGTT ghidl HEAT SR ¢g fehar
e 318 3T R b.g YT T IOT A,

Yeh AT Y TATATHEY Yeh/Ase, TINGUN/ATCIS e SIS 0T, Fehral 37ch IS
O, 3quT erafder, Per Missing/Omitting/Adding Words, Wrong Number Typing,
Incomplete Typing.

Ageard! FAAT :  Fhrear ALY Balance Sheet Type Fedrd HYUT FRAH = 0T
A are e eard.

o WSHTAAATS b.g T :
¢ Heading : 2 Marks
(Bold '/, Mark, Size '/,Mark,
Merge & Center '/, Mark,
Block/Capital '/, Mark)

¢ Column Headings and Alignment 1 Mark
e Other Cell Alignment 1 Mark
e Column Width 1 Mark
e Borders 1 Mark
e For Functions 1 Mark
e Last Row Formatting : 0.5 mark
O Balance Sheet Guidelines
2. IR FEATT AAgHAT Al ITT el FEY .
. YT CeIyAOY AT AT o ALY Balance Sheet Al Id Contents

type HIdd.
3. Balance Sheet TIT YAHEY AT Tl ALY ? (IATdeg) [oelel 314 AT
dor 7Y fagaredial Q9T dF Formula aiass 3t FEId g, dd ?

Question Mark Type &% 3.
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¥. Heading formatting :
a. A1 a1 dof AT Main Heading Bold & Underline ard. &R HYof

Balance Sheet o #FEIHIT ISaT 3RM YHR Row selection &&T Heading

o Merge & Center command apply & @ Hice dTSsT 18 T,
b. Main Heading =ar @relial B1 a1 ¥ Al contents & Underline a4,
S’ HYOT Balance Sheet o HEIHWM Al 311 YR selection &&eT cTel

Merge & Center command apply #X1dl & Hlec ASol 16 .

UF HAgedrd! AT - aliel @ 0T b AT & GfARTFT HIVIART Wiee fderedisl dee] =3,
38 Hedr | 0T HeAT glclel I Hle AT

3. glieT glT U A} Balance Sheet & §IUATYdl Ts Blank Row 3&Tdl.

&. Balance Sheet T dd Column Headings =T Bold &9 § @& Center
Alignment apply &rdI.

b. WRATA Liabilities @ Assets HEI 3rfcledl #d o o gfS #Heg Bold &rdd.
(e.g. Capital Alc. Reserve and Surplus, Plant and Machinery, Investments,
Sundry Debtors etc) ¥4 #Heg T aulel WAl 3rfcledrd U #HEY e5Y
STeardT @rAT SHrar.

¢. Figures type &l Figure Athel comma dd@d point TIT l'f.f 3THUAT Zeros
afgd quT Figure type &rdl.

U& Ageard! Haer : Formula a7 aTR &%l of 3R ISel T ALY SR comma ddd point
T 9 AU Zeros 3T AR Y aearediel I HIUIATET dael & o3,

. Formulae aRdET A9 o9 Function i@, 9e#Hed O geaAfieg (?) 38
AT T80l formula araRTaT JIRIOR 3TE.

a. 39edr Balance Sheet #¥Y 5 Sdier &0 3ads 3¢ fdd Auto Sum
& Function amoRra<r 31g.

b. [T gameTehr HUTHr 3 AL - (minus) I1T KsgT IR AT 3. 3.
= (E5-EB).

c. TS percentage feelel 31 fad gdrerdATOT formula ATORTET.
3ar. =E5+15%
T Heedrd! AT He formula HEY T[0T AN TR SO + § g
AT shift+8 =T a9 T, FAAT IA Numeric keypad HEI 3TdeledT
* 7 RIegrar I &% 713,
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go.Balance Sheet #FYTel AacTar U o THA dBd select F&A Bold &l EIIQ.
Total Rs 3reledr U AeT A HIOT B g GlT cells select &% < Merge &
Center &d. d@d D 3701 E g &l cells select &% I Merge & Center
Fd. Fgural Y Liabilities side and Assets Side Tar Total Rs 378 contents
3TASAT IT Vel Hol HUIIATAT 3.
2¢.9d Column Width ETTIHTOT AT F&el €GN,
a. Liabilities Ir Column Tt width I fadehr & egrar.
b. Liabilities Side TIT Figures 3dcledT &l Columns & THIT dadl select
F&eT AT width T fATehT Eed €Y.
c. Assets IT Column T width J9T fadeh %t ETTET.
d. Assets Side TIT Figures 31&cledl &l Columns & THII dBd select
%] AT width IR fATehT Sded EI1EY.

T HAgeard! FaaT : Column width FAT Student @ Contents =T 3aRTsh dadr
Column Width &%eT &gmdl. Specific Column Width #Tgr.

8. Row Number 4 #HtfileT Balance Sheet Heading Contents o All Border Apply
T

23. Table Heading sicdk @ Total Rs. TAT 3W@MeX 9dd=ar & off Outside Border
Apply @Tdr. 8T More Borders #EI T3« Vertical Inside Border Apply
HTaT.

2¥. A9t Total Rs. 3i&eledr I Aol Contents & All Border Apply &hrdl.

?4. Authorized Share Capital d&T gc=dl A ALY Total Rs. Y& IHUTAT Figures
=T Cells =T Thick Bottom Border Apply srd.

9€. ST egaX Formulae amoler 3ed <aT f&ehoft Bottom Border &rar.
2. €T Main Heading Wrgsls HYUT Balance Sheet select &%« cdrell Vertical
Alignment Middle &Rrd.

TeeHe/doer e T3 FAWT SN HEl ol el 3T o [degredisl «ar gaed
el EATELT.
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Balance Sheet : Sample Question and its solution is given below :

M/S. ROHAN ENTERPRISES, PUNE

Balance Sheet as on 31st March 2013

Liabilities Rupees Rupees Assets Rupees Rupees
Authorised Share Capital Plant and Machinery 80,000.00
10,000 Equity Shares of Less : Depreciation 12000]?
Rs.10 each 100,000.00|@ 15%
Capital A/c : Investments :
Opening Balance 50,000.00 Government Securities 10,000.00
Add : Profit for the 18,000.00(? Deposits with MIDC 2,000.0017
year 2013-14 Pune
Reserve and Surplus : Sundry Debtors 65,000.00
General Reserve 25,000.00
Add : Addition during 5,000.00]? Stock 20,000.00
the year
Cash 23,000.00
Borrowings :
Central Bank of India 70,000.00
Term Loan for Machinery 20,000.00{?
Working Capital
Total Rs. ? Total Rs. ?
M/S. ROHAN ENTERPRISES. PUNE
Balance Sheet as on 31st March 2013
Liabilities Rupees Rupees Assets Rupees Rupees
Authorised Share Capital Plant and M achinery 80,000.00
10,000 Equity Shares of Less : Depreciation 12000 68,000.00
Rs.10 each 1,00,000.00|@ 15%
Capital A/c : Investments :
Opening Balance 50,000.00 Government Securities 10,000.00
Add : Profit for the 18,000.00 68,000.00(Deposits with MIDC 2,000.00 12,000.00
year 2013-14 Pune
Reserve and Surplus : Sundry Debtors 65,000.00
General Reserve 25,000.00
Add : Addition during 5,000.00 30,000.00[Stock 20,000.00
the year
Cash 23,000.00
Borrowings :
Central Bank of India 70,000.00
Term Loan for Machinery 20,000.00 90,000.00
Working Capital I U
Guideiines - [aCC 1DC OngiisSn OU W|p.imi  Pageid
Total Rs. 1,88.,000.00 Total Rs. 1,88,000.00




9T ¥ :Speed Passage - English Typing 60 w.p.m.:-

T 40 (Freratfi7 Afae)

e YRS 1 0T HeAl HOAT ASol. (FAAITHEY Feh/leg, FaTad0l/ ST
IS eg TST 0N, IYOT ST, ShEdd HTO/fhar f3foe &I a1 aro seet goech
Folell Ucdeh s (Per Missing/Omitting/Adding Words, Incomplete Typing, Each

corrected word using Backspace and/or delete key) FgUTsd glchiu“l HE&AT S 24 qaTr

AAF IFeT R AT TRATHEY Y I[OT [AB.

s 98e A eI gH geed FF AAd. T 9@ AA SN faggraE
dFEAR/Felle ST qIFT TH GIEA FedT W GEET Feledl Tdd A IF Hiotell
S5l 37T TeholedT YA Asarem et o7 Faly FIoATa .

et 3aRT (Speed Passage) & SUATYdl 30 VG FIFCSFA SAAT ThIeTay
¥, o1 dw dFgrear FEEfia Tl IART BT FAT IR AL 30 VFg qof
HTeATAR Speed Passage €T 7 fAfaern eraw g% gifa. a1 7 MAfaewed Rgara=
Jraer T @S qob FIEATET e,

< FTE! FAWTUROT FAT

2. Speed &Id 3EAET : Word Wrap Facility 3fediH{e U1 Hedrer fullstop ek
Uehg! T9F o AI3dr Enter Key geTdl. Line to Line Type & 9.

3. Letter, Balance Sheet, Speed®td wholel ol well el facaTLaThgT Tohet
f3foe g5 whd. fde@redien @ Wd <EY oA AN 7F FgUR hIFGIHAE
3YelsY 3delell UNDO scadl gfaem Quick Access Toolbar HEX 3Uclstl el
feelr 3me.

4. Tacaredisr e HIVIATET eMcehe Shral IR FH& 3.

5. udieietiel Hd 9T qeT RYee fGeedn AR FEArar HICHRIUT e

H&e] Fisardd.

—
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aq -

3y RgamedtaEd - 3 fagarediar sush draus 3o u.fA. ey FAgad (Fa17
areeh) T SHUITETS! AHATA AT Aol fRreToT
eI oNgRo08/23%4/(2]0/R008)ATRI-¢, f&.20/20/R00¢ FAR HATIAT feelell e,
daT 3y fAcarediar @0 ardeel (Acdeid) aad, 206G argedleddk o Cahfelidd
FOATH FAR AROAT AT of&Td 83 coholl@ed TUaTHAYTS T 3aRT AT b
Afaer tasl ¢ Afae oo 3 A AfoRed @ cvam aa= emEafaeT
AT RAGTOT TIHET Fhellolis 008/3364/(2R0/R008)ATMRN-¢,fE. 3¢ f3HT 00t AR
AT feelell 3Te.
g Haeld GCC TBC English 60 w.p.m a7 TQETHTE! oI19] TTETer.

fecamr fagareatared :- fGeair Aearediar choas Hlerey grea FoIrad  3HaTs
IO IEFGHET TGOS BT fohar SC AHET yo ek fhar g U
FIIATIEUT fEeaeTea 3ol 3 7 Sieer aed Rifsrcawen (Siegr Rifcger Toi)
¥ gAOIT Felel T T IATGr GUETT T TholGareaT GUETdTe I SAITATEr
T 3AcarR v fAfAeNast o AR e 3 3% AP gaaa qvag
AT, Qe fAI8TorT fFamer, emaer Aok & qdaT-R009/d.3,0/TH.31.R, G R0
HTeFela] 0¢€ FTHR AT Teelell 37Te.

& Haeld GCC TBC English 60 w.p.m a1 GHETHTSET o19] TETe.

FaraTid/-
JgFd
HERTSE T 9aT IRvg,
qul - g2go0?
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