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English 

Syllabus 

Prose:-   1.2  Climb Every Mountain. 
                 2.2  Bike Ride. 
       3.2  Schooling On The Streets. 
Poetry :-   1.1  Start Where You Stand. 
         2.1 Work. 
         3.1  City. 
Rapid Reading:- The Joy of Learning. 
          Gateman’s Gift. 
Grammar:-   Do as Directed. 
 
Writing Skill :- 

1. Formal Letter. 
2. Job Application Letter. 
3. Information Transfer (Non-Verbal to Verbal). 
4. Note Making. 
5. Rapid Reading –Convert the extract into a dialogue. 
6. Rapid Reading –Rewrite from the point of view of... 
7. Tourist Leaflet. 
8. Summary. 
9. Interview Questions. 

 

Paper Pattern  

Q1)  A] Seen Passage        11    
         B] Grammar: Do As Directed      04 
      
Q2)  A] Unseen Passage        11     
         B] Summary         04  
 
Q3)  Seen Poetry         04 
               
Q4)  A] Convert the extract into a dialogue.(Rapid Reading).      04 
 
Q5)  A] Job Application Letter (1/1)      04  
         B] Tourist Leaflet (1/1)       04  
 
Q6)  A] Framing Interview Questions (8 Questions only)    04  
                             ---------------------- 
         Total  50 Marks 
  



Hindi 

Syllabus 
 

 
 
 

Paper Pattern 
 

  



Marathi 

Syllabus 
 

 
 



 
 

Paper Pattern 

 
  



Book-Keeping & Accountancy 

Syllabus 
 

Name of Topics 

1. Introduction of Book-Keeping and Accountancy 
2. Meaning & Fundamentals of Double Entry Book- Keeping 
3. Source Documents 

(Cash Memo, Credit Memo, Debit Note, Credit Note) 
4. Journal with Ledger 
5. Subsidiary Books 

A) Proper Subsidiary Book 

      (Purchase book, Sales book, Purchase Return Book, Sales Return Book) 

B) Petty Cash Book 
 

Paper Pattern 

 
Q.1  (a) Preparation of a specimen of source document.  

                  (any one out of Two)        5  

 

  (b) Match the column.        5  

Q.2  Journalise the following transactions and prepare necessary  

Ledger accounts.                20 

Q.3 From the following details prepare columnar petty cash book.  10  

Q.4 From the following transaction prepare proper subsidiary book  10  

 (Purchase book, Sales book, Purchase Return book, Sales Return book)  
           _______________ 
 
         Total    50 Marks 
  



Organisation of Commerce & Management 

Syllabus 

 
Name of the Chapter 

1. Nature & Scope of Business 
2. Small Business 
3. Internal Trade 
4. Marketing 

 

Paper Pattern 

 
Q.1. A) Select the proper option from the options given below and rewrite the sentence.       5  

        B) Match the pairs.                                                                                                                            5  

        C) Write a word or phrase or a term which can substitute each one of the following                 

              statements                                                5                                        

            

Q.2) Distinguish between the following. (Any 3/4)                           15  

Q.3)  Write Short Notes on the following (Any 2/3)                                                       10 

Q.4 ) Long Answer (Any 1/2)                                                                                                                   10 

             ____________ 
Total         50  

  



Secretarial practice 

Syllabus 

NAME OF THE CHAPTER 
1. SECRETARY 
2. TYPES OF SECRETARY 
3. TYPES OF SECRETARY 
4. CORRESPONDENCE WITH BANKS 
5. CORRESPONDENCE WITH INSURANCE COMPANY 

 

Paper Pattern 

 
Q1.  

a. Select the correct option from the options given below and rewrite the sentences.  5 
b. Match the pairs            5 
c. Give one word or a term or a phrase for the following.      5 

Q2.  Distinguish between the following.(any3/4).                 15 
Q3. Write short notes on (any 2/3) of the following.                10 
Q4.  Answer the following (any 1/2)                    10 

a. Long answer    or 

b. Letter. 

Total           50 

  



Economics 

Syllabus 
 

Chapter 1 - Indian Economic Growth and Economic                                                                                     

                      Development. 

Chapter 7 - Introduction to Statistics 

Chapter 8 - Collection and Organisation of Data 

Chapter 9 - Graphical Presentation of Data 

Chapter 3 - Major Challenges before Indian Economy 

               3a - Population  

               3b - Poverty 

               3c – Unemployment 

 

Paper Pattern 

 

Q1. A) Fill in the blanks with the correct options and rewrite the statements:  5 

       B) Match the Columns:                                                                                5 

       C) State whether the following statements are true or false:              6 

Q2 Define or explain the following concepts (Write any 3 out of 4):        6 

Q3 Distinguish Between (Write any 3 out of 4):                                           6 

Q4 Write short notes (Write any 2 out of 3):                                                6 

Q5 Answer with reasons, whether you agree or disagree with the following statements  

(Write any 2 out of 3):                                             8  

Q6 Answer in detail (Write any 1 out of 2):                                                   8 

                                                                                                        Total: 50 marks 

  



Maths 

Syllabus 

 

Paper I 

1. Complex Numbers 

2. Determinants 

3. Angle and its measurement 

4. Trigonometric functions 

Paper II 

1. Logarithms 

2. Index numbers 

3. Partition Values 

4. Measure of dispersion 

5. Moments 

Paper Pattern 

 

Q1. Attempt any 6 out of 7 questions.  (2 Marks each)     12 

Q2. Solve any 6 out of 7 questions.   (3 Marks each)     18 

Q3. Attempt any 5 out of 6 questions.  (4 Marks each)     20 

            Total   50  



Information Technology 

Syllabus 

1. Introduction to I.T. 

2. Office Suit 

3. Multimedia 

 

Paper Pattern 

 

1. Fill in the blanks           05 

2. State whether statement is True or False       05 

3. Select and write one appropriate answer from the given alternatives   05 

4. Select and write two appropriate answers from the given alternatives   10 

5. Rearrange the following          05 

6. Answer for the following (Internal choice)       10 

7. Answer in brief (Any 2 out of 3)         10 

Total   50 

 

 


