Sr. No. 40110211
MAHARASHTRA STATE BOARD OF VOCATIONAL EXAMINATION, MUMBAI
EXAMINATION — JULY 2014
CERTIFICATE COURSE INHOTEL 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 righticate full marks.
3) Assume additional ddtaeicessary.
4) Draw the suitable diagram whereweressary.

Q.1 A. Fillinthe blanks : 10
1) Hotel receive two types of mail - the guestlraad ------------
2) Information of registered mail received isddlin 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 apinar
2) Bangladesh bEuro
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 pletme 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 ye@nnot accommodate
him and his family on your hotel in December. Gappropriate
reasons and suggest alternatives.

b) Write a letter to a manager of a hotel at dnéhe travel
destinations of your choice providing and seeknognf her
necessary pieces of information.

c) Write areport, recommending a place of irggr® the Tourism
Minister of State.



Q.4

Q.5

Q.6

b)
c)

Answer any Two of the following:- 16
What according to you are the characteristiegsgnod business
report?

Briefly state the points that one should pagrdaton to in a drafting

a formal letter.

Write your speech either for or against theiamot'A hotel is a

home away from home'.

Write short notes . (Any Four) 16
Ajanta and Ellora Caves

Taj Mahal

Red Fort

Local Transport

Reference Book

Answer any two of the following:- 16
What do you mean by business letter business®tle types of
business letters used in hotel Industry.

“Business report is the output of businessstifpand illustrate.
Explain the basic and subsidiary parts of repor
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Sr. No. 40110212

MAHARASHTRA STATE BOARD OF VOCATIONAL EXAMINATION,M  UMBAI

EXAMINATION - JULY 2014

CERTIFICATE COURSE INHOTEL RECEPTION & BOOK KEEPING (401102)

TIME ALLOWED — 3 Hrs.
MARKS - 100
SUBJECT — COMPUTERIZED BOOK KEEPING AND ACCOUNTS (TH-II)

Instructions :- 1) All questions are compulsory.

Q.1

Q.2

A.

10.

11.

2) Figures to the righticate full marks.
3) Assume additional ddtaeicessary.
4) Draw the suitable diagrairerever necessary.

Fill in the blanks (Any Ten) 20
With the mail merger helper, you can create-a------ in the
currently active window.

---------------- is an office application thall@aw you to manipulate
drawing .

In Excel, data can be moved by drag and dnolp-&-----------

If you wish to copy the formatting used in @eetion of your
worksheet to another , you can use------------ button
--------------- refers to the study of work artgs environment in
order to improve efficiency.

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

A variety of applications for which----------- €an be used to
include automating financial statements, businesscast,
inventory control and account paya

In MS-Power Point------------ displays the t@t multiple slides in
the outline form.

---------------------- refers to the processadrrecting the spelling
mistakes automatically.

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

An airline reservations network would moselikbe in a
configuration.

Answer any Two of the following:- 16
What is the difference between MS Word and M&eEx

Explain the steps of creating chart in MS Excel.

List the functions of MS Excel and explain asie@ functions in

Excel.

Answer any Two of the followin- 16
Write a note on insertion and deletion of rawobrksheet.

List the various types of computers and writbrief any two.

Draw the proforma of Guest Weekly Bill.



Q.4

Q.6

O QOO T O O

T o

Answer any Two of the followin- 16
Describe uses of having a chart in excel. Namydf@ur types of
Charts.

Explain the SUM function in Excel.

Draw a neat labeled block diagram to illustratelihsic organizatior

of a computer system.

Write Short Notes (Any Fou 16
Search Engines

Web Server

HTML

MS Power Point

Visitors Paid Outs

Answer any Two of the following:- 16
Differentiate between hardware and software.

Define a computer. Explain any two feature of anpater

Write the steps to copy a formula of one cet im range of adjacent
cellsin M S Excel.
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Sr. No. 40110221

MAHARASHTRA STATE BOARD OF VOCATIONAL EXAMINATION,M  UMBAI

EXAMINATION - JULY 2014

CERTIFICATE COURSE INHOTEL RECEPTION & BOOK KEEPING (401102

Q.1

Q.2

Q.3
Q.4

TR

TR

T 3
R ¥

TIME ALLOWED — 3 Hrs.
MARKS - 100
SUBJECT — HOTEL RECEPTION (PR-I)

Role play (Any One) 60
As a Front Office Manager how would you handkofeing

Situation?

A room boy reports that there is fire in the guesim.

Housekeeping reports the room guest has brokeh\lgcreen.

A guest complains that someone tried to enterrdam in the night.

A guest wants to view a particular TV show thathoetwork does

not supply.

Prepare a following reports/lists:- (Any One) 20
Reservation Charts

Arrival and Departure Lists.

Oral 10
Term Work 10
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Sr. No. 40110222

MAHARASHTRA STATE BOARD OF VOCATIONAL EXAMINATION,M  UMBAI
EXAMINATION — JULY 2014
CERTIFICATE COURSE INHOTEL 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 lwagdrform
any two practical task:-

a Preparing Visitor Tabular Book and Visitor P&idts on
Computel

b Prepare a format of Monthly Report on Computer

C Mr. John stays in your hotel for two days ungitP Plan
between 2 Oct, 2013 to ¥ 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. 20
a) Computer
b) Printer
Q.3 Oral 10
Q.4 Term work. 10
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