
                                                                                                                                Sr. No. 40110211 
MAHARASHTRA STATE BOARD OF VOCATIONAL EXAMINATION, MUMBAI 

EXAMINATION – JULY 2014 
CERTIFICATE COURSE IN HOTEL RECEPTION & BOOK KEEPING  ( 401102 ) 

TIME ALLOWED – 3 Hrs. 
MARKS – 100 

SUBJECT – HOTEL RECEPTION  (TH-I) 
 

Instructions  :- 1) All questions are compulsory. 
                        2) Figures to the right indicate full marks. 
                        3) Assume additional data if necessary. 
              4) Draw the suitable diagram wherever necessary.  
  

Q.1 A. Fill in the blanks  : 10 
 1) Hotel receive two types of mail - the guest mail and ------------  
 2) Information of registered mail received is filled in the ----------  
 3) Wake-up calls are recorded in the --------------  
 4) Between 12 Noon and 4 p.m. we wish guests-------------  
 5) Telephone operations must cover -------shifts. 

 
 

 B. Match the pair (Any Five) 10 
  ‘Country’        ‘Capital’  

 1) Canada a) Dinar  
 2) Bangladesh b) Euro  
 3) Mexico c) Rial  
 4) Qatar d) Taka  
 5) France e) Canadian Dollar  
 6) Kuwait f) Peso  
   g) Rupee 

 
 

Q.2  Answer any Two of the following:- 16 
 1) Enlist any eight competencies required for Telephone  Operator .  
 2) Write the functions of  EPABX.  
 3) Write the procedure of handling trunk calls. 

 
 

Q.3  Answer any Two of the following:- 16 
 a) Write a letter to a guest telling him that you cannot accommodate 

him and his family on your hotel in December.  Give appropriate 
reasons and suggest alternatives. 

 

 b) Write a letter to a manager of a hotel at one of  the travel 
destinations of your choice providing and seeking from her 
necessary pieces of information. 

 

 c) Write a report,  recommending a place of interest, to the Tourism 
Minister of  State. 

 

 



 
 
Q.4  Answer any Two of the following:- 16 
 a) What according to you are the characteristics of a good business 

report? 
 

 b) Briefly state the points that one should pay attention to in a drafting 
a formal letter. 

 

 c) Write your speech either for or against the motion: ‘A hotel is a 
home away from home’. 
 

 

Q.5  Write  short notes . (Any Four) 16 
 a) Ajanta and  Ellora Caves  
 b) Taj Mahal  
 c) Red Fort  
 d) Local Transport  
 e) Reference Book 

 
 

Q.6  Answer  any two of the following:- 16 
 a) What do you mean by business letter business? Give the types of 

business letters used in hotel Industry. 
 

 b) “Business report is the output of business”. Justify and  illustrate.  
 c) Explain the basic and subsidiary parts of report.  
  



 

´Ö¸üÖšüß ³ÖÖÂÖÖÓŸÖ¸ü 

                                                                                                       �Îú´ÖÖÓ�ú 40110211 

 

¯ÖÏ¿−Ö 1 † �ÖÖôû»Öê»µÖÖ •ÖÖ�ÖÖ ³Ö¸üÖ. 10 

 1) ÆüÖò™êü»Ö´Ö¬µÖê ¤üÖê−Ö ¯ÖÏ�úÖ¸ü“Öê ¯Ö¡Ö µÖêŸÖ †ÃÖŸÖÖŸÖ. ¯ÖÖÆãü*µÖÖÓ“Öß ¯Ö¡Ö  (�ÖêÃ™ü ´Öê»Ö)  
†Ö×*Ö------------ 

 

 2) −ÖÖê¤ü*Öß�éúŸÖ ¯Ö¡ÖÓÖ“Öß (¸ü•ÖßÃ™ü›Ôü ´Öê»Ö“Öß) ´ÖÖ×ÆüŸÖß--------´Ö¬µÖê  ³Ö¸ü*µÖÖÓŸÖ µÖêŸÖê.  

 3) ¾Öê�ú †¯Ö �úÖò»Ö“Öß −ÖÖë¤ü ------´Ö¬µÖê �ú¸üŸÖÖŸÖ.  

 4) ¤ãü¯ÖÖ¸üß 12.00 †Ö×*Ö 4.00 ´Ö¬µÖê ¯ÖÖÆãü*µÖÖÓ−ÖÖ--------¯Ö¬¤üŸÖß−Öê −Ö´ÖÃ�úÖ¸ü �ú¸üŸÖÖê.  

 5) ¤ãü¸ü¬¾Ö−Öß ÆüÖŸÖÖôû*Öê (“ÖÖ»Ö×¾Ö*Öê) ------------ ×¿Ö±™ü´Ö¬µÖê ÆüÖêŸÖ †ÃÖŸÖê. 
 

 

 ²Ö •ÖÖê›üµÖÖ  •Öãôû¾ÖÖ (�úÖê*ÖŸµÖÖÆüß ¯ÖÖ“Ö) 10 

  ‘ ¤êü¿Ö’ ‘ ¸üÖ•Ö¬ÖÖ−Öß’   

 1) �òú−Ö›üÖ †) ×¤ü−ÖÖ¸ü  

 2) ²ÖÖÓ�Ö»ÖÖ¤êü¿Ö ²Ö) µÖã¸üÖê  

 3) ´ÖêÛŒÃÖ�úÖê �ú) ×¸üµÖÖ»Ö  

 4) �úŸÖÖ¸ü ›ü) ŸÖ�úÖ  

 5) ±ÏúÖ−ÃÖ ‡) �òú−Ö×›üµÖ−Ö ›üÖò»Ö¸ü  

 6) �ãú¾ÖêŸÖ ‡) ¯ÖêÃÖÖê  

   ±ú) �ú¯Öß 
 

 

¯ÖÏ¿−Ö 2  �úÖê*ÖŸµÖÖÆüß  ¤üÖê−Ö“Öß ˆ¢Ö¸êü ×»ÖÆüÖ. 16 

 †) ¤æü¸ü¬¾Ö−Öß “ÖÖ»Ö�úÖÃÖ †Ö¾Ö¿µÖ�ú †ÃÖ*ÖÖ-µÖÖ †Öšü �úÖî¿Ö»µÖÖÓ“Öß µÖÖ¤üß ¤üµÖÖ.  

 ²Ö) ‡. ¯Öß. ‹. ²Öß. ‹ŒÃÖ (EPABX) “Öß �úÖµÖì ×»ÖÆüÖ.  

 �ú) ™ÒÓü�ú �úÖò»ÃÖ ÆüÖŸÖÖôû*µÖÖ“Öß ¯Ö¬¤üŸÖ ×»ÖÆüÖ. 
 

 

¯ÖÏ¿−Ö 3  �úÖê*ÖŸµÖÖÆüß  ¤üÖê−Ö“Öß ˆ¢Ö¸êü ×»ÖÆüÖ. 16 

 †) ×›üÃÖë²Ö¸ü ´Ö×Æü−µÖÖŸÖ †Ö¯Ö*Ö ¯ÖÖÆãü*µÖÖÓ−ÖÖ ¾Ö ŸµÖÖÓ“µÖÖ �ãú™ãÓüØ²ÖµÖÖ−ÖÖ ×−Ö¾ÖÖÃÖÖ“Öß ¾µÖ¾ÖÃ£ÖÖ 
ˆ¯Ö»Ö²¬Ö ÆüÖê‰ú ¿Ö�úŸÖ −ÖÖÆüß, µÖÖ ÃÖÓ¤ü³ÖÔŸÖ ‹�ú ¯Ö¡Ö ×»ÖÆüÖ. ÃÖ´Ö¯ÖÔ�ú  �úÖ¸ü*Ö  ¾Ö ¯ÖµÖÖÔµÖß 
¾µÖ¾ÖÃ£ÖÖ ÃÖã“Ö¾ÖÖ. 

 

 ²Ö) ŸÖã´Ö“µÖÖ †Ö¾Ö›üß“µÖÖ ¯ÖµÖÔ™ü−Ö Ã£ÖôûÖ×¾ÖÂÖµÖß †×¬Ö�ú ´ÖÖ×ÆüŸÖß ŸÖã´ÆüÖÃÖ Æü¾Öß †ÃÖæ−Ö ŸµÖÖ 
ÃÖÓ¤ü³ÖÖÔŸÖ ÆüÖò™êü»Ö“µÖÖ ¾µÖ¾ÖÃ£Öê×¯Ö�êúÃÖ ‹�ú ¯Ö¡Ö ×»ÖÆüÖ. 

 

 �ú) ¸üÖ•µÖÖ“µÖÖ ¯ÖµÖÔ™ü−Ö ´ÖÓ¡µÖÖÓ−ÖÖ ‹�úÖ ¯ÖµÖÔ™ü−Ö Ã£ÖôûÖ“Öß ×¿Ö±úÖ¸üÃÖ †Ö¯Ö*Ö �ú¸üßŸÖ †ÖÆüÖŸÖ. µÖÖ 
ÃÖÓ¤ü³ÖÖÔŸÖ ‹�ú †Æü¾ÖÖ»Ö ŸÖµÖÖ¸ü �ú¸üÖ. 

 

 

¯ÖÏ¿−Ö4  �úÖê*ÖŸµÖÖÆüß  ¤üÖê−Ö“Öß ˆ¢Ö¸êü ×»ÖÆüÖ.  
 †) ˆŸ�éúÂ™ü ×²Ö—Ö−ÖêÃÖ ¸üß¯ÖÖê™Ôü“Öß �Öã*Ö¾Öî×¿ÖÂ™êü ŸÖã´Ö“µÖÖ ´ÖŸÖê �úÖµÖ †ÃÖ*ÖÖ¸ü ? 16 
 ²Ö) �úÖµÖÖÔ»ÖµÖß−Ö ¯Ö¡Ö ×»Ö×ÆüŸÖÖÓ−ÖÖ �úÖê*ÖŸÖê ´Öã§êü ×¾Ö“ÖÖ¸üÖŸÖ ‘Öê*Öê †Ö¾Ö¿µÖ�ú †ÃÖŸÖÖŸÖ?  
 �ú) ‘† ÆüÖò™êü»Ö ‡•Ö ÆüÖê´Ö †¾Öê ±ÏúÖòò´ÖÔ ÆüÖê´Ö’   µÖÖ¾Ö¸ü ŸÖã´Ö“Öê ÃÖÓ³ÖÖÂÖ*Ö ×»ÖÆüÖ. 

 

 



 
 
 

¯ÖÏ¿−Ö5  £ÖÖê›üŒµÖÖŸÖ ×™ǖ ÖÖ ×»ÖÆüÖ. (�úÖê*ÖŸÖêÆüß “ÖÖ¸ü) 16 
 †) †×•ÖšüÖ †Ö×*Ö ¾Öê¹ýôû µÖê£Öß»Ö »Öê*µÖÖ  
 ²Ö) ŸÖÖ•Ö ´ÖÆü»Ö  
 �ú) »ÖÖ»Ö ×�ú»»ÖÖ  
 ›ü) Ã£ÖÖ×−Ö�ú ¾ÖÖÆüŸÖã�ú  
 ‡) ÃÖÓ¤ü³ÖÔ ¯ÖãÃŸÖ�ú 

 
 

¯ÖÏ¿−Ö 6  �úÖê*ÖŸµÖÖÆüß  ¤üÖê−Ö“Öß ˆ¢Ö¸êü ×»ÖÆüÖ. 16 
 †) ÆüÖò™êü»Ö ¾µÖ¾ÖÃÖÖµÖÖŸÖ ¾µÖ¾ÖÃÖÖ×µÖ�ú ¯Ö¡Ö ´Æü*Ö•Öê �úÖµÖ? ÆüÖò™êü ê»Ö ‡Ó›üÃ™ÒüßŸÖ ¾ÖÖ¯Ö¸ü*µÖÖŸÖ µÖê*ÖÖ-µÖÖ 

¾µÖÖ¾ÖÃÖÖ×µÖ�ú ¯Ö¡ÖÖ“Öê ¯ÖÏ�úÖ¸ü ÃÖÖÓ�ÖÖ. 
 

 ²Ö) “ ×²Ö•Ö−ÖêÃÖ   ¸üß¯ÖÖê™Ôü  ‡•Ö ¤ü †Ö‰ú™ü¯Öã™ü †Öò±ú ×²Ö—Ö−ÖêÃÖ”  ÃÖ´Ö£ÖÔ−Ö ¾Ö ¾Ö*ÖÔ−Ö �ú¸üÖ.  

 �ú) †Æü¾ÖÖ»ÖÖ“Öê ´Öã»Ö³ÖãŸÖ †Ö×*Ö ¤ãüµµÖ´Ö ¯ÖÏ�úÖ¸ü Ã¯Öµ™ü �ú¸üÖ.  
    
 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



Sr. No. 40110212 

MAHARASHTRA STATE BOARD OF VOCATIONAL EXAMINATION,M UMBAI 

EXAMINATION – JULY 2014 

CERTIFICATE COURSE IN HOTEL RECEPTION & BOOK KEEPING  ( 401102 ) 

TIME ALLOWED – 3 Hrs. 

MARKS – 100  

SUBJECT – COMPUTERIZED BOOK KEEPING AND ACCOUNTS (TH-II) 

 

Instructions :- 1) All questions are compulsory. 

                        2) Figures to the right indicate full marks. 

                        3) Assume additional data if necessary. 

                       4) Draw the suitable diagram wherever necessary.  

 

Q.1 A. Fill in the blanks  (Any Ten) 20 
 1. With  the mail merger helper, you can create a ------------ in the 

currently active window. 
 

 2. ----------------is an office application that allow you to manipulate 
drawing . 

 

 3. In Excel,  data can be moved by drag and drop and --------------  
 4. If you wish to copy the formatting used in one section of your 

worksheet to another , you can use the ------------ button. 
 

 5. ---------------refers to the study of work and it,s environment in 
order to improve efficiency. 

 

 6. ------------------is a log file that maintain the log of all the vital 
activities that reflect the system settings. 

 

 7. A variety of applications for which--------------can be used to 
include automating financial statements, business, forecast, 
inventory control and account payable. 

 

 8. In MS-Power  Point------------ displays the text of multiple slides in 
the outline form. 

 

 9. ----------------------refers to the process of correcting the spelling 
mistakes automatically. 

 

 10. -------------------will allow to put the information on top and bottom 
of the document. 

 

 11. An airline reservations network would most likely be in a 
configuration. 
 

 

Q.2  Answer any Two of the following:- 16 
 a What is the difference between MS Word and MS Excel.  
 b Explain the steps of creating chart in MS Excel.  
 c List the functions of MS Excel and explain atleast 6 functions in 

Excel. 
 

 

Q.3  Answer any Two of the following:- 16 
 a Write a note on insertion and deletion of  row in worksheet.  
 b List the various types of computers and write in brief any two.  
 c Draw the proforma of Guest Weekly Bill.  



 
 

Q.4  Answer any Two of the following:- 16 
 a Describe uses of having a chart in excel. Name any four types of 

Charts. 
 

 b Explain the SUM function in Excel.  
 c Draw a neat labeled block diagram to illustrate the basic organization  

of a computer system. 
 

 

Q.5  Write  Short Notes (Any Four)  16 
 a Search Engines  
 b Web Server  
 c HTML  
 d MS Power Point  
 e Visitors Paid Outs 

 
 

Q.6  Answer any Two of the following:- 16 
 a Differentiate  between  hardware and software.  
 b Define a computer.  Explain any two feature of a Computer.  
 c Write the steps to copy a formula of one cell into a range of adjacent 

cells in M S Excel. 
 

 

  



´Ö¸üÖšüß ³ÖÖÂÖÖÓŸÖ¸ü 

                                                                                                       �Îú´ÖÖÓ�ú 40110212 
 

¯ÖÏ.1. †) �ÖÖôû»Öê»µÖÖ •ÖÖ�ÖÖ ³Ö¸üÖ. (�úÖê*ÖŸÖêÆüß ¤üÆüÖ)  20 
 1) ´Öê»Ö ´Ö•ÖÔ Æêü»¯Ö¸ü“µÖÖ ÃÖÆüÖµµÖÖ−Öê “ÖÖ»Öæ †ÃÖ»Öê»µÖÖ †òŒ™üß¾Æü ×¾Ö−›üÖê´Ö¬µÖê -------- ×−Ö´ÖÖÔ*Ö �ú¹ý ¿Ö�úŸÖÖŸÖ.  
 2) ›ÒüÖò‡Õ�Ö ´Öò−µÖã¯Öæ»Öê™ü �ú¸ü*ÖêÃÖÖšüß ------- Æüê †Öò±úßÃÖ †ò¯»Öß�êú¿Ö−Ö ¾ÖÖ¯Ö¸üŸÖÖŸÖ.  
 3) ‹ŒÃÖê»Ö ´Ö¬µÖê ›êü™üÖ ÆüÖ drag and drop †Ö×*Ö ------------ −Öê ´Öã¾Æü �ú¸üŸÖÖ µÖêŸÖêÖ.  
 4) ‹�úÖ ÃÖêŒ¿Ö−Ö´Ö¬Öß»Ö ¾Ö�Ôú×¿Ö™ü´Ö¬Öß»Ö ±úÖò¸ü´Öò™üà�Ö ¤ãüÃÖ-µÖÖ ÃÖêŒ¿Ö−Ö´Ö¬µÖê �úÖò¯Öß �ú¸ü*ÖêÃÖÖšüß --------- 

²Ö™ü−Ö ¾ÖÖ¯Ö¹ý ¿Ö�úŸÖÖŸÖ. 
 

 5) ‡×±ú×¿ÖµÖ−ÃÖß ¾ÖÖœü×¾Ö*ÖêÃÖÖšüß Ã™ü›üß †Öò±ú ¾Ö�Ôú †Ö×*Ö ŸµÖÖ“Öê ‹−¾ÆüÖµÖÔ¸ǘ Öë™ü --------- ¿Öß ÃÖÓ²Ö×¬ÖŸÖ †ÖÆêü.  
 6) ------------------Æüß ‹�ú »ÖÖò�Ö ±úÖ‡Ô»Ö †ÖÆêü.•Öß ÃÖ¾ÖÔ ´ÖÆüŸ¾ÖÖ“Öê †òŒ™üß¾Æüß™üß“Öê »ÖÖò�Ö ´Öê−™êü−Ö �ú¸üŸÖê.  
 7) †ò™üÖê´Öò™üà�Ö ±úÖµÖ−Ö−¿ÖßµÖ»Ö Ã™êü™ü´Öë™ü, ×²Ö—Öß−ÖêÃÖ, ±úÖò¸ü�úÖÃ™ü, ‡−¾Æêü−™ü̧ üß �Óú™ÒüÖë»Ö †Ö×*Ö †�úÖ‰ú™ü ¯Öê‹²Ö»Ö 

†ÓŸÖ³ÖæÔŸÖ �ú¸ü*ÖêÃÖÖšüß ------------ ¾ÖÖ¯Öºþ ¿Ö�úŸÖÖ. 
 

 8) MS-Power  Point ´Ö¬µÖê ™êüŒÃ™ü †Öò±ú ´Ö»™üß¯Ö»Ö Ã»ÖÖ‡Ô›üÃÖ Æêü †Ö‰ú™ü»ÖÖ‡Ô−Ö ±úÖò´ÖÔ ´Ö¬µÖê ---------
-´ÖÖ±ÔúŸÖ ×›üÃ¯»Öê ÆüÖêŸÖê. 

 

 9) Ã¯Öê»Öà�Ö ×´ÖÃ™êü�ú †ò™üÖế Öò™üß�ú»Öß �ú¸êüŒ¿Ö−Ö ¯ÖÏÖêÃÖêÃÖ ------------ ¿Öß ÃÖÓ²Ö×¬ÖŸÖ †ÖÆêü.  
 10) -------------------´Öãôêû ‡−±úÖò̧ ü´Öê¿Ö−Ö ›üÖòŒµÖã´Öë™ü“µÖÖ ™üÖò¯Ö ¾Ö ²ÖÖò™ǘ Ö»ÖÖ šêü¾ÖŸÖÖ µÖêŸÖê.  
 11) ‹†¸ü»ÖÖ‡Ô−Ö ×¸ü—Ö¾Öì¿Ö−Ö −Öê™ü¾Ö�Ôú -------------------�úÖò−±úß�Ö ȩ̂ü¿Ö−Ö“Öê †ÃÖŸÖê. 

 
 

¯ÖÏ.2.  �úÖê*ÖŸµÖÖÆüß ¤üÖê−Ö ¯ÖÏ¿−ÖÖÓ“Öß ˆ¢Ö¸êü ×»ÖÆüÖ. 16 
 †) MS Word ¾Ö  MS Excel ´Ö¬Öß»Ö ±ú¸ü�ú Ã¯ÖÂ™ü �ú¸üÖ.  
 ²Ö) MS Excel ´Ö¬µÖê “ÖÖ™Ôü ×−Ö´ÖÖÔ*Ö �ú¸ü*µÖÖ“Öß ¯Ö¬¤üŸÖ (steps) ×»ÖÆüÖ.  
 �ú) MS Excel “µÖÖ ±ÓúŒ¿Ö−Ö“Öß µÖÖ¤üß �ú¸üÖ †Ö×*Ö ŸµÖÖ¯Öî�úß �úÖê*ÖŸÖêÆüß ÃÖÆüÖ ±ÓúŒ¿Ö−Ö Ã¯ÖÂ™ü �ú¸üÖ. 

 
 

¯ÖÏ.3.  �úÖê*ÖŸµÖÖÆüß ¤üÖê−Ö ¯ÖÏ¿−ÖÖÓ“Öß ˆ¢Ö¸êü ×»ÖÆüÖ. 16 
 †) Worksheet ´Ö¬µÖê row ™üÖ�ú*Öê ¾Ö �úÖœü*Öê ÆüµÖÖ²ÖÖ²ÖŸÖ ´ÖÖ×ÆüŸÖß  ×»ÖÆüÖ.  
 ²Ö) ×¾Ö×¾Ö¬Ö ¯ÖÏ�úÖ¸ü“µÖÖ �úÖò´¯µÖã™ü¸ü“Öß µÖÖ¤üß �ú¹ý−Ö ŸµÖÖ¯Öî�úß �úÖê*ÖŸÖêÆüß ¤üÖê−Ö²ÖÖ²ÖŸÖ £ÖÖê›üŒµÖÖŸÖ ´ÖÖ×ÆüŸÖß ×»ÖÆüÖ.  
 �ú) Guest Weekly Bill “ÖÖ ¯ÖÏÖê±úÖ´ÖÔ ŸÖµÖÖ¸ü �ú¸üÖ. 

 
 

¯ÖÏ.4.  �úÖê*ÖŸµÖÖÆüß ¤üÖê−Ö ¯ÖÏ¿−ÖÖÓ“Öß ˆ¢Ö¸êü ×»ÖÆüÖ. 16 
 †) ‹ŒÃÖê»Ö ´Ö¬Öß»Ö “ÖÖ™Ôü“µÖÖ ¾ÖÖ¯Ö¸üÖ²ÖÖ²ÖŸÖ“Öß ´ÖÖ×ÆüŸÖß ×»ÖÆæü−Ö �úÖê*ÖŸÖêÆüß “ÖÖ¸ü ¯ÖÏ�úÖ¸ü“Öê “ÖÖ™üÃÖÔ ×»ÖÆüÖ.  
 ²Ö) Excel ´Ö¬Öß»Ö ‘SUM’  function ²ÖÖ²ÖŸÖ Ã¯ÖÂ™üß�ú¸ü*Ö ×»ÖÆüÖ.  

 �ú) �úÖò´¯µÖã™ü¸ü ×ÃÖÃ™üß´Ö“µÖÖ †Öò�ÖÔ−ÖÖµÖ—Öê¿Ö“Öß ÃÖã²Ö�ú †Ö�éúŸÖß  �úÖœæü−Ö −ÖÖ¾Öê ªÖ. 
 

 

¯ÖÏ.5.  ™üß¯ÖÖ ×»ÖÆüÖ. (�úÖê*ÖŸÖêÆüß 4) 16 
 †) ÃÖ“ÖÔ ‡Ó×•Ö−ÃÖ  
 ²Ö) ¾Öê²Ö ÃÖ¾ÆÔü¸ü  
 �ú) HTML  
 ›ü) MS Power Point  
 ‡) ¾Æüß•Öß™üÃÖÔ ¯Öê›ü †Ö‰ú™ü 

 
 

¯ÖÏ.6.  �úÖê*ÖŸµÖÖÆüß ¤üÖê−Ö ¯ÖÏ¿−ÖÖÓ“Öß ˆ¢Ö¸êü ×»ÖÆüÖ. 16 
 †) ÆüÖ›Ôü¾Öê†¸ü ¾Ö ÃÖÖò±™ü¾Öê†¸ü ´Ö¬Öß»Ö ±ú¸ü�ú Ã¯ÖÂ™ü �ú¸üÖ.  
 ²Ö) �úÖò´¯µÖã™ü¸ü“Öß ¾µÖÖvµÖÖ ÃÖÖÓ�Öæ−Ö ŸµÖÖ“Öê �úÖê*ÖŸÖêÆüß ¤üÖê−Ö ¾Öî×¿ÖÂ™üµÖê Ã¯ÖÂ™ü �ú¸üÖ.  
 �ú) M S Excel ´Ö¬µÖê ‹�úÖ cell ´Ö¬Öß»Ö ±úÖò´µÖËã»ÖÖ ¤ãüÃÖ-µÖÖ cell ´Ö¬µÖê �úÖò¯Öß �ú¸ü*µÖÖ“Öß ¯Ö¬¤üŸÖ 

(steps) ×»ÖÆüÖ. 
 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxx 



 

                                                                                                                               Sr. No. 40110221 

MAHARASHTRA STATE BOARD OF VOCATIONAL EXAMINATION,M UMBAI 

EXAMINATION – JULY 2014 

CERTIFICATE COURSE IN HOTEL RECEPTION & BOOK KEEPING  ( 401102 ) 

TIME ALLOWED – 3 Hrs. 

MARKS – 100  

SUBJECT – HOTEL RECEPTION  (PR-I)  

 

Q.1  Role  play  (Any One ) 60 
  As a Front Office Manager how would you handle following  

Situation? 
 

 a) A room boy reports that  there is fire in the guest room.  
 b) Housekeeping reports the room guest has broken the TV Screen.  
 c) A guest complains that someone tried to enter  his room in the night.  
 d) A guest wants to view a particular TV show that hotel network does 

not supply. 
 

Q.2  Prepare a following reports/lists:- (Any One) 20 
 a) Reservation Charts  
 b) Arrival and Departure Lists.  
Q.3  Oral 10 
Q.4  Term Work 10 
    

´Ö¸üÖšüß ³ÖÖÂÖÖÓŸÖ¸ü 
                                                                                                       �Îú´ÖÖÓ�ú 40110221 

 

¯ÖÏ¿−Ö 1  ³Öã×´Ö�úÖ ÃÖÖ¤ü¸ü �ú¸üÖ. ( �úÖê*ÖŸÖêÆüß ‹�ú) 60 

  vÖÖ»Öß»Ö ¯ÖÏÃÖÓ�Ö ±ÏÓú™ü †Öò×±úÃÖ ×¾Ö³ÖÖ�ÖÖ“Öê ´Öò−Öê•Ö¸ü (¾µÖ¾ÖÃ£ÖÖ¯Ö�ú) ´Æü*Öæ−Ö �ú¿µÖÖ 
¯Ö¬¤üŸÖß−Öê †Ö¯Ö*Ö ÆüÖŸÖÖôû*ÖÖ¸ü 

 

 †) ÆüÖò™êü»Ö´Ö¬Öß»Ö ¯ÖÖÆãü*µÖÖÓ“µÖÖ vÖÖê»Öß»ÖÖ †Ö�Ö »ÖÖ�Ö»µÖÖ“Öß ´ÖÖ×ÆüŸÖß ¹ý´Ö ²ÖÖòµÖ−Öê 
†Ö¯Ö*ÖÖÃÖ ×¤ü»Öß †ÖÆêü. 

 

 ²Ö) ÆüÖò™êü»Ö´Ö¬Öß»Ö ¯ÖÖÆãü*µÖÖÓ−Öß ŸµÖÖÓ“µÖÖ  vÖÖê»ÖßŸÖß»Ö (¹ý´Ö´Ö¬Öß»Ö) ×™ü¾Æüß“ÖÖ ÛÃ�Îú−Ö 
ŸÖÖê›ü»µÖÖ“Öß ²ÖÖŸÖ´Öß ÆüÖ‰úÃÖ×�ú¯Öà�Ö ×¾Ö³ÖÖ�ÖÖ−Öê †Ö¯Ö*ÖÖÓÃÖ ÃÖÖÓ×�ÖŸÖ»Öê. 

 

 �ú) ÆüÖò™êü»Ö´Ö¬Öß»Ö ¯ÖÖÆãü*µÖÖÓ“µÖÖ vÖÖê»ÖßŸÖ �úÖê*ÖßŸÖ¸üß ¸üÖ¡Öß ¯ÖÏ¾Öê¿Ö �ú¸ü*µÖÖ“ÖÖ ¯ÖÏµÖŸ−Ö �ú¸üßŸÖ 
†ÃÖ»µÖÖ“Öß ŸÖ�ÎúÖ¸ü ÆüÖò™êü»Ö´Ö¬Öß»Ö �ÖêÃ™ü (¯ÖÖÆãü*Öê) †Ö¯Ö»µÖÖ»ÖÖ �ú¸üŸÖ †ÖÆêüŸÖ. 

 

 ›ü) ÆüÖò™êü»Ö´Ö¬Öß»Ö ¯ÖÖÆãü*µÖÖÓ−ÖÖ  ×¾Ö×¿ÖÂ™ü ×™ü¾Æüß ¿ÖêÖ ²Ö‘ÖÖµÖ“ÖÖ †ÃÖæ−Ö ÆüÖò™êü»Ö ´Ö¬Öß»Ö 
−Öê™ü¾Ö�Ô  ŸµÖÖÃÖ ÃÖÖ£Ö ¤êüŸÖ −ÖÃÖ»µÖÖ“Öß ŸÖ�ÎúÖ¸ü ŸÖê †Ö¯Ö»µÖÖ�ú›êü �ú¸üßŸÖ †ÖÆêüŸÖ. 

 

¯ÖÏ¿−Ö.2  vÖÖ»Öß»Ö ¸üß¯ÖÖê™Ôü/µÖÖ¤üµÖÖ ŸÖµÖÖ¸ü �ú¸üÖ. (�úÖê*ÖŸÖêÆüß ‹�ú) 20 

 †) †Ö¸üyÖ*Ö ŸÖŒŸÖÖ (×¸ü—Ö¾Æìü¿Ö−Ö “ÖÖ™Ôü)  

 ²Ö) †¸üÖµÖ¾Æü»Ö †ò*›ü ×›ü¯ÖÖ“ÖÔ¸ü ×»ÖÃ™ü  

¯ÖÏ¿−Ö 3  ´ÖÖîvÖß�ú ¯Ö¸üßyÖÖ 10 

¯ÖÏ¿−Ö 4  ™ü´ÖÔ ¾Ö�Ôú 10 



 

                                                                                                                                Sr. No. 40110222 

MAHARASHTRA STATE BOARD OF VOCATIONAL EXAMINATION,M UMBAI 

EXAMINATION – JULY 2014 

CERTIFICATE COURSE IN HOTEL RECEPTION & BOOK KEEPING  ( 401102 ) 

TIME ALLOWED –3 Hrs. 

MARKS – 100  

SUBJECT – COMPUTERIZED BOOK KEEPING AND ACCOUNTS  (PR-II) 

 

Q.1  Practical 60 
  From the following practical task examinees has to perform 

any two practical task:- 
 

 a Preparing Visitor Tabular Book and Visitor Paid Outs on 
Computer. 

 

 b Prepare a format of Monthly Report on Computer  
 c Mr. John stays in your hotel for two days under MAP Plan 

between 2 nd Oct, 2013 to 4th Oct, 2013. He had used laundry 
services of Rs.300 and consumes beverages of Rs.700/- 
prepare Mr John invoice. 

 

Q.2  Draw the diagram  of any one. 
a) Computer 
b) Printer 

20 

Q.3  Oral   10 
Q.4  Term work. 10 

 

´Ö¸üÖšüß ³ÖÖÂÖÖÓŸÖ¸ü 

                                                                                                       �Îú´ÖÖÓ�ú 40110222 
 

¯ÖÏ¿−Ö 1  vÖÖ»Öß»Ö ¯ÖÏÖŸµÖ×yÖ�úÖ¯Öî�úß ¯Ö¸üßyÖÖ£Öá−Öê �úÖê*ÖŸÖêÆüß ¤üÖê−Ö ¯ÖÏÖŸµÖ×yÖ�êú ÃÖÖ¤ü¸ü �ú¸üÖ¾ÖßŸÖ. 60 
 † Û¾Æü•Öß™ü¸ü ™òü²µÖã»Ö¸ü ²Öã�ú †Ö×*Ö Û¾Æü×•Ö™ü¸ü ¯Öê›ü †Ö‰ú™ü ÃÖÓ�Ö*Ö�úÖ¾Ö¸ü ŸÖµÖÖ¸ü �ú¸üÖ.  
 ²Ö ÃÖÓ�Ö*Ö�úÖ¾Ö¸ü  ´ÖÓ£Ö»Öß ×¸ü¯ÖÖê™Ôü“ÖÖ ±úÖòò¸ü´Öò™ü ŸÖµÖÖ¸ü �ú¸üÖ.  
 �ú ÁÖß. •ÖÖò−Ö 2-10-2013 ŸÖê 4-10-2013 ¤ü¸ü´µÖÖ−Ö ¤üÖê−Ö ×¤ü¾ÖÃÖÖÓÃÖÖšüß †Ö¯Ö»µÖÖ 

ÆüÖò™êü»ÖÖŸÖ ‹´Ö. ‹. ¯Öß.(MAP) ¯»Öò−Ö−Öê ¸üÖ×Æü»Öê †ÃÖæ−Ö ŸµÖÖÓ−Öß vÖÖ»Öß»Ö ÃÖÝ¾ÆüÃÖêÃÖ 
†Ö¯Ö»µÖÖ ÆüÖò™êü»ÖÖŸÖ ˆ¯Ö³ÖêÖ�Ö»µÖÖŸÖ µ- 

1) »ÖÖò*›Òüß ÃÖÝ¾ÆüÃÖêÃÖ                ¹ý¯ÖµÖê 300 ´ÖÖ¡Ö 
2) ¯ÖêµÖ                                ¹ý¯ÖµÖê 700 ´ÖÖ¡Ö 
ÁÖÖ. •ÖÖò−Ö µÖÖÓ“Öê ‡−Ö¾ÆüÖ‡ÔÃÖ  (Invoice)  ŸÖµÖÖ¸ü �ú¸üÖ. 

 

¯ÖÏ¿−Ö 2  vÖÖ»Öß»Ö¯Öî�úß �úÖê*ÖŸµÖÖÆüß ‹�úÖ“Öß †Ö�úéŸÖß ¸êüvÖÖ™üÖ. 20 
 † ÃÖÓ�Ö*Ö�ú (Computer)  
 ²Ö ×¯ÖÏ™Óü¸ü     (Printer)  
¯ÖÏ¿−Ö 3  †Öȩ̂ ü»Ö 10 
¯ÖÏ¿−Ö 4  ™ü´ÖÔ ¾Ö�Ôú 10 

 


