This Question Paper consists of 8 questions and 8 Printed pages.
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2.

General Instructions:

1. Candidate must write his/her Roll Number on the first page of the Question Paper.

2. Please check the Question Paper to verify that the total pages and total number of questions contained in
the Question Paper are the same as those printed on the top of the first page. Also check to see that the
questions are in sequential order.

3. All the questions are to be answered within the allotted time.

4. Making any identification mark in the Answer-Book or writing Roll Number anywhere other than the
specified places will lead to disqualification of the candidate.

5. Write your Question Paper Code No. 63 /OS /1, Set -A on the Answer-Book.

6. (@)  The Question Paper is in English/ Hindi medium only. However, if you wish, you can answer in any
one of the languages listed below :
English, Hindi, Urdu, Punjabi, Bengali, Tamil, Malayalam, Kannada, Telugu, Marathi, Oriya, Gujarati,
Konkani, Manipuri, Assamese, Nepali, Kashmiri, Sanskrit and Sindhi.
You are required to indicate the language you have chosen to answer in the box provided in the
Answer-Book.
(b)  If youchoose to write the answer in the language other than Hindi and English, the responsibility
for any errors/mistakes in understanding the questions will be yours only.
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DATA ENTRY OPERATIONS

BTeT U STTRIH

(229)

Time : 2 Hours] [Maximum Marks : 40
g ;2 9ue] [quiies : 40
Note: (i) All questions are compulsory.

(i1) Marks are indicated against each question.

Fdw (i) &t som stfrem § |
(ii) e T9 o 37k IHeh WHA YT U E |

1. Match the following and write your answer in the answer book :  [6 x V2 = 3]

A B
(a) Object program (1) Delivering the presentation
(b) Video Card (i1) Requires criteria
(c) SUM IF( ) Function (iii) Language Rules
(d) Syntax (iv) Hardware component
(e) Slide Show View (v) Utlity program
(f) Antivirus (vi) Machine language
e g foeTge ot TR STuHt STy | foirau
A B
(a) iieiare TUTH (i) ey famm
(b) difz= w2 (i) v <Rt STavEHal
(c) o 3IH( ) wFH (i) e & Frem
(d) e (iv) TR wewh
() wEEW= (v) g dtom
(f) e (vi) wof e
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2. Write in your answer book, True/False for the following statements :[6 x V2= 3]

(a)

(b)
(©

(d)
(e)
()

Laser printer produces very low quality print and these are very slow in
working.

The expanded form of PDF is portable Document format.

Format Autoshape dialog box helps to change colours and background of
a textbox in slides.

Taskbar displays a list of music and songs.
A password can include only 2 characters and one symbol.

All programs displays a list of installed programs which a user an start and
use.

= wemt o fotu arort ST gfede @ @it /Tera forRa

(a)
(b)
(©
(d)
(e)
()

oI e arga Fe Turar @ ggon fehrera € o 3 o o 8 wga o E

4t €t uwk (PDF) &1 YUt %%U @ Uidael Siaqie wive |

TATSS! | 2o ST 1 T UF USHH Fgei- H Wil eI SEE siekd Heg &hid ¢ |
ZTEha | it Uel Tl ol g et g ¢ |

Teh UTHEE U shaet 2 31eR 3R 1 ek foreg & wnfurer @ weman 2

Jite TR (All programs) |t 3eiet forg Tu st <Rt g wehia war g g o
e 3R TR R Hehal 2 |

3. Define the following : [4x1=4]

(a)
(b)
(©
(d)

View file Details
Central Processing Unit
Monitor

Linechart

f= =t aftenfea HifkT -

(a) = e forerm

(b) ¥ger SR gfe/we TR Theh
(c) Wi

(d) ufema =ré
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4. Write short notes on the following : [4 x 2 = 8]
(a) Headers and Footers
(b) Computer languages
(¢) Spell check feature
(d) Design of a worksheet
e w wigm oot forfRau
(a) Vi iR uEerE
(b) hFeEX <hi W
(c) e e e / e i g
(d) wHREUE B T @

5. Differentiate between the following : [2 x 2 =4]
(a) Main Document and Merge Document
(b) Inserting page break and Deleting page break.
= & e ot e ik
(a) HEA TEEW SR e gearast
(b) USTsieh ST T U 5ok gH1

6. Answer the following questions : [5S x 2 =10]
(a) How can you Rename a file or folder using My Document? Write steps.
(b) How can you change a password? Write steps.

(c) Write the steps for locating a file.

(d) Write the steps for protecting your document for track changes.

(e) Explain how a worksheet is protected using password.

(a) WIS SToRIHEH 1 TANT THtch 3TTY {hEll WISH A1 Thieet T W TEei- o oRUT T |
(b) uHaE i FEEH & 0T feRam |

(c) Toreht wrEet sl WivH @ <wrun ferRau |

(d) 3% =\ = foru 3rum efargde it gren . & = fafau |

(e) UTHEE T TN hich HIAUAE <hl hdl T TN AT Hehell B |a1ﬁ=laﬁ |
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7. Answer the following : [2 x 2 =4]
(a) Write the actions associated with the following shortcut keys;
(i) CTRL+B
(i) CTRL+F
(i) F7
(iv) CTRL+Backspace
(b) (1) Write the steps to select entire paragraph of text at a time.
(1) How can you delete an entire paragraph of text in just two steps?
= & s i
(a) T STCURRT SHeliE o W1 AT HET hl o1
(i) CTRL+B
(i) CTRL+F
(iii) F7
(iv) CTRL+Backspace
(b) (i) UR & R H Uk R TR WOE il T & o1 Twen/=mw ford |
(i) 379 UTS % P WATE Hi hael 3l TRUN T Y g1 Tehd 27

8. Answer the following : [2 x2=4]

(a) Following data shows the sale percentage of an electronic show room in the
first quarter of the year. Write the steps to plot a pie chart based on this data
and give the chart title as "First Quarter Sales".

A B
1. Name of the Item First Quarter Sales
(percentage)
2. LED TV 20
3. Washing Machine 25
4. Splict AC 15
5. Microwave 30
6. Refrigerator 10
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(b) Following data shows computer accessories required in a corporate office
per month. Based on this data write the appropriate formula to calculate the

following :
A B C D E
I. Product | Unit cost | No. of Total Average
pieces cost cost
2. Keyboard | 2,500 3
3. Mouse 3,000 4
4. CPU 7,000 2
5. Cables 3,000 5
6. Monitor 5,000 3

(1) Total cost of all CPUs in cell D4

(i1) Total cost of all Mouse and Cables purchased in the cell D5.

(i) Average unit cost of each product in cell E6.

(iv) Total cost of all items purchased for the office in the cell D7.
= = s S

(a) T =rer U seiargieh YW o o <t wem Tt g8 forht ot e T 2 | 56 snem
W U UTE 1 Wi i o T for@ | T1é o Ifider “ O Fralret Ted’” gl =iy |

A B
1. JATZeH &1 AH Tom fourdt B fosht
(ufaora)
2 TA S S AR 20
3 FIIRT AT 25
4. feere u e 15
5 Tgshiaa 30
6 Tt 10
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(b) T 21e1 Uk wiuRe SAifke T Tfemrg TS AA aTetl SHreget Ve i gret fem 2 |
3k YR R = Fit o FA & fore sfa widen falem |

A B C D E
1. Sere | A | gEdE | g S | oied S
2. S | 2,500 3
3. s 3,000 4
4, g | 7,000 2
5. ¥ae|m | 3,000 5
6. atfer | 5,000 3

(i) @@ D4 § wvit Tidrg 9 Fo S

(i) & D5 # @it aew 3R Faew B e B

(iii) &t E6 & waft srewe i i afve S

(iv) ¥ D7 # st & fore @lie T Tt diewe it Fa hima
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This Question Paper consists of 8 questions and 8 Printed pages.
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2.

General Instructions:

1. Candidate must write his/her Roll Number on the first page of the Question Paper.

2. Please check the Question Paper to verify that the total pages and total number of questions contained in
the Question Paper are the same as those printed on the top of the first page. Also check to see that the
questions are in sequential order.

3. All the questions are to be answered within the allotted time.

4. Making any identification mark in the Answer-Book or writing Roll Number anywhere other than the
specified places will lead to disqualification of the candidate.

5. Write your Question Paper Code No. 63/ OS /1, Set -B on the Answer-Book.

6. (@)  The Question Paper is in English/ Hindi medium only. However, if you wish, you can answer in any
one of the languages listed below :
English, Hindi, Urdu, Punjabi, Bengali, Tamil, Malayalam, Kannada, Telugu, Marathi, Oriya, Gujarati,
Konkani, Manipuri, Assamese, Nepali, Kashmiri, Sanskrit and Sindhi.
You are required to indicate the language you have chosen to answer in the box provided in the
Answer-Book.
(b)  If youchoose to write the answer in the language other than Hindi and English, the responsibility
for any errors/mistakes in understanding the questions will be yours only.
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DATA ENTRY OPERATIONS

BTeT U STTRIH

(229)

Time : 2 Hours] [Maximum Marks : 40
g ;2 9ue] [quiies : 40
Note: (i) All questions are compulsory.

(i1) Marks are indicated against each question.

Fdw (i) &t som stfrem § |
(ii) e T9 o 37k IHeh WHA YT U E |

1. Match the following and write your answer in the answer book :  [6 x V2 = 3]

A B
(a) Syntax (1 Hardware component
(b) Antivirus (i1) Machine language
(c) Slide show view (u1) Utility program
(d) Video Card (iv) Requires criteria
(e) Object program (v) Delivering the presentation
(f) COUNTIF( ) Function (vi) Language Rules
1 T2 THeTmeT SR SR 3uA SR Yitae | foiRan
A B
(a) Toe=m (i) TSI ge®
(b) uarEE (i) v s
(c) wmEEW= (iii) Ffeferdt shrom
(d) ife =i (iv) T <Rt SATagEehdn
(e) issiere URIH (v) Scieym femm
(f) e 3W( ) FeroH (vi) v = fem
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2. Write in your answer book, True/False for the following statements :[6 x V2= 3]

(a)

(b)
(©

(d)
(e)

()

Format Autoshape dialog box helps to change colours and background of
a textbox in slides.

A compiler translates a low level language program to high level language.

Laser printer produces very low quality print and these are very slow in
working.

A password can include only 2 characters and one symbol.

All programs displays a list of installed programs which a user an start and
use.

The expanded form of PDF is portable Document format.

= wemt o fotu arort ST gfede @ @it /Tera forRa

(a)
(b)
(©
(d)
(e)

()

TATZE! H 2R SR <Rl U1 U YBYH S 8 Witle ST SEeiT e Uag id € |
T HUTSeR e T Al 9T ST 35w TR h W1 § 31 S ¢

TR fiiet aga o Tquram o ggut FeRrerd € 3Tk 3 o e | aga o € |

TS UTHEE W hae 2 S1eR SR 1 etk forg € et @ s 2 |

Ater T (All programs) aft 3-reiet forg 7o st <6t =it wehia @ 2 fog o
e 3R TERT L Heha 2 |

4t €t uw (PDF) &1 YUt T%u @ Uidael Siaie wine |

3. Define the following : [4x1=4]

(a)
(b)
(©
(d)

Central Processing Unit
View file Details
Memory Unit

Pivot Table in Excel

= =it uftanfua Hifce -

(a) ¥zt TfEm gfie/FE T T
(b) = wrEet ferawon

(c) wmrlgfe

(d) U | HicTeh dTfeteht
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4. Write short notes on the following : [4 x 2 = 8]
(a) Computer languages
(b) Headers and Footers
(c) Page Breaks
(d) Rename a worksheet
e w wigm oot forfRau
(a) P <Rl W
(b) i 3R UrgerE
(c) U 3R
(d) Tereit wRIU=ER 1 A8 JEeT

5. Differentiate between the following : [2 x 2 =4]
(a) Inserting page break and Deleting page break.
(b) Main Document and Merge Document
= & e ot e ik
(a) USTSIeh ST U U Sieh g1
(b) T&a gFaE iR foefa g

6. Answer the following questions : [5S x 2 =10]
(a) How can you Rename a file or folder using My Document? Write steps.
(b) Explain the purpose of vertical & horizontal scroll bars.

(c) Explain how a worksheet is protected using password.

(d) Write the steps to create a Data source using Word Table.

(e) Write the steps for locating a file.

(a) WIS SToRIHEH 1 TANT THtch 3TTY {hEll WISH A1 Thieet T W TEei- o oRUT T |
(b) iraE 3R &fow ThHict aR 1 329 qUH KT |

(c) UTHEE 1 THNT ek HEUSh hl ol G T 1 Hehell ¢ | T0MH |

(d) =2 TfcTeRt 1 TN ek STET {F I & U fiiau |

(e) ToREt wIZEl hi WIS o U1 ToIRA |

=]
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7. Answer the following : [2 x2=4]

(a) Write the actions associated with the following shortcut keys;
(i) CTRL+B
(i1) CTRL+F
(i) F7
(iv) CTRL+Backspace
(b) @
(1) How can you delete an entire paragraph of text in just two steps?
= & s i
(a) T STCURRT HeliE o T AT HET hl o1
(i) CTRL+B
(i1) CTRL+F
(i) F7
(iv) CTRL+Backspace
(b) (i) URE TR U TH R R WEME I YA o o shem/=on forad |
(ii) 3719 U1G o G WRIE <hi Haet 3 =RUN H FH geT Tehd 87

Write the steps to select entire paragraph of text at a time.

8. Answer the following : [2 x2=4]

a) Following data shows computer accessories required in a corporate office
g p q P
per month. Based on this data write the appropriate formula to calculate the

following :
A B C D E
I. Product | Unit cost | No. of Total Average
pieces cost cost
2. Keyboard | 2,500 3
3. Mouse 3,000 4
4. CPU 7,000 2
5. Cables 3,000 5
6. Monitor 5,000 3
=
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(1) Total cost of all CPUs in cell D4

(i1) Total cost of all Mouse and Cables purchased in the cell D5.
(i) Average unit cost of each product in cell E6.

(iv) Total cost of all items purchased for the office in the cell D7.

(b) Write the steps to plot a pie chart for the following data.

S.No. Name of item Quantity in numbers
1. History Books 3,000
2. Economics Books 6,000
3. Computer programming 15,000
4. News papers 700
5. Magazines 300
6. Other periodicals 500
= = s iR

(a) T 21e1 vek e SHifre T Tfemrg @ AH aTetl Swreget Verae oh gret fm 2 |
3k YR R = Fit o FA & fore sfa widen falem |

A B C D E
1. Sewe | qRedE | gAdE | oo S | i S
2. faE | 2,500 3
3. T 3,000 4
4. @ | 7,000 2
5. ¥ae@ | 3,000 5
6. atfir | 5,000 3

=
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(i) & D4 ¥ Tt Hidrg H o H
(i) @& D5 ¥ wst wew iR Feew S FA HwA
(iii) &t E6 # wsh viiewe 1 sivwm afie
(iv) & D7 @ sAitea o fore @i e aeft meee i o shimd
(b) FrfcaRem 2o & o U uTg = AR A o =N 1 oot i |

HAEE | AW T
1. EGRGEIRETIES 3,000
2. Jyeivme <t ferae 6,000
3. et SR 15,000
4. THER A <hl ST 700
5. gt 300
6. 3 R 500
3836 38
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This Question Paper consists of 8 questions and 8 Printed pages.
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2.

General Instructions:

1. Candidate must write his/her Roll Number on the first page of the Question Paper.

2. Please check the Question Paper to verify that the total pages and total number of questions contained in
the Question Paper are the same as those printed on the top of the first page. Also check to see that the
questions are in sequential order.

3. All the questions are to be answered within the allotted time.

4. Making any identification mark in the Answer-Book or writing Roll Number anywhere other than the
specified places will lead to disqualification of the candidate.

5. Write your Question Paper Code No. 63/ OS /1, Set -C on the Answer-Book.

6. (@)  The Question Paper is in English/ Hindi medium only. However, if you wish, you can answer in any
one of the languages listed below :

English, Hindi, Urdu, Punjabi, Bengali, Tamil, Malayalam, Kannada, Telugu, Marathi, Oriya, Gujarati,
Konkani, Manipuri, Assamese, Nepali, Kashmiri, Sanskrit and Sindhi.

You are required to indicate the language you have chosen to answer in the box provided in the
Answer-Book.

(b)  If youchoose to write the answer in the language other than Hindi and English, the responsibility
for any errors/mistakes in understanding the questions will be yours only.

Ofi0
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DATA ENTRY OPERATIONS

BTeT U STTRIH

(229)

Time : 2 Hours] [Maximum Marks : 40
g ;2 9ue] [quiies : 40
Note: (i) All questions are compulsory.

(i1) Marks are indicated against each question.

Fdw (i) &t som stfrem § |
(ii) e T9 o 37k IHeh WHA YT U E |

1. Match the following and write your answer in the answer book :  [6 x V2 = 3]

A B
(a) Slide show view (1) Requires criteria
(b) Video card (1) Machine language
(c) All caps (i11) Control+Shift+W
(d) Object program (iv) Delivering the presentation
(e) Word underline (v) Hardware component
(f) IF( ) Function (vi) Control+Shift+A
firer 1 fireEn 3R IR ST SeRgf & fRa -

A B
(a) TBESIMS (i) vid Y AR
(b) difea =i (i) w9l W
(c) 3 &e| (iii) Control+Shift+W
(d) otissiare T (iv) veteye fe@mn
(e) oS ST (V) TSR uTh
) z®() wwH (vi) Control+Shift+A

Ofi0
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2. Write in your answer book, True/False for the following statements :[6 x V2= 3]

(a) Format Autoshape dialog box helps to change colours and background of
a textbox in slides.

(b) The expanded form of PDF is portable Document format.

(¢) Laser printer produces very low quality print and these are very slow in
working.

(d) All programs displays a list of installed programs which a user an start and
use.

(e) Taskbar displays a list of music and songs.

(f) A password can include only 2 characters and one symbol.

frer e 36 fore T v g § wA /e ffa

(a) ECAZE! | SoRE AR 1 U1 U USHH TIgei+ W ThiHe TSI SEANT e Heg hid @ |
(b) Tt €t wwk (PDF) %t YUl T%U 8 Uidael Siaqie wive |

(c) wR et aga fre Turern w1 ggur feer § ofR 3 o o # aga o € |

(d) 3tfe s (All programs) Bt 32ter feru e Wt <kt it wefvia o @ e IR
e 3R TN o Hehal 2 |

(e) TR # Hifia ud Tidl i gt ueidia S 2 |
(f) uw uraE # haet 2 38R 3R 1 e foeg € onfier @ whan 2 |

3. Define the following : [4 x 1 =4]
(a) Central Processing Unit
(b) View file Details
(c) Control Unit
(d) Copying a formula
= =t aftenfa Sifsw -
(a) et TETET e /i ToRAA Theh
(b) =g wrge feramon
(c) wheret gfie
(d) widen it wE

Ofi0
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4. Write short notes on the following : [4 x 2 = 8]
(a) Spell check feature
(b) Compiler and Assembler
(c) Headers and Footers
(d) Cell Reference
e w wigm oot forfRau
(a) T Ok HIeR / Fa-l A graen
(b) HFITEER TS THTEER
(c) I R U@
(d) &« wEm

5. Differentiate between the following : [2 x 2 =4]
(a) Inserting page break and Deleting page break.
(b) Main Document and Merge Document
= & e ot e ik
(a) USTSIeh ST U U Sieh g1
(b) T&a gFaE iR foefa g

6. Answer the following questions : [5S x 2 =10]
(a) Write the steps for locating a file.
(b) Write the importance of font face and font size.
(c) Explain how a worksheet is protected using password.
(d) Explain the various options available under the print dialogbox.
(¢) How can you Rename a file or folder using My Document? Write steps.
(a) ToREt wIZE i WIS o 0T TTRAT |
(b) WICHH 3R Wi HTERR 1 Wged UM hHITT |
(c) UTHEE 1 THNT ek HEUSh hl ol G T 1 Hehell ¢ | T0MH |
(d) fiie ST aie o I ST a1t faehedil hi JUH I |
(e) WIS SToIHeH 1 TANT THtch 31U {hEll WISH A1 Thieet T AW TEei o =0T o1 |

Ofi0
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7. Answer the following : [2 x2=4]

(a) Write the actions associated with the following shortcut keys;
(i) CTRL+B
(i) CTRL+F
(i) F7
(iv) CTRL+Backspace
(b) @)
(1)) How can you delete an entire paragraph of text in just two steps?
= & s i
(a) T STCURRT SHeliE o T AT HET hl o1
(i) CTRL+B
(i) CTRL+F
(iii) F7
(iv) CTRL+Backspace
(b) (i) USE TR U TH R TR WEME hl I o o shem/=on forad |
(ii) 9 UTS % G WITE hi Hee 31 TRUN W HH geT Hehd 27

Write the steps to select entire paragraph of text at a time.

[2 x2=4]

a) Following data shows computer accessories required in a corporate office
g p q P
per month. Based on this data write the appropriate formula to calculate the

8. Answer the following :

following :
A B C D E
I. Product | Unit cost | No. of Total Average
pieces cost cost
2. Keyboard| 2,500 3
3. Mouse 3,000 4
4. CPU 7,000 2
5. Cables 3,000 5
6. Monitor 5,000 3
63/05/1-229-C] B [ Contd...
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(1) Total cost of all CPUs in cell D4

(i1) Total cost of all Mouse and Cables purchased in the cell D5.
(i) Average unit cost of each product in cell E6.

(iv) Total cost of all items purchased for the office in the cell D7.

(b) Following data shows the sale percentage of an electronic show room in the
first quarter of the year. Write the steps to plot a pie chart based on this data
and give the chart title as "First Quarter Sales".

A B
1. Name of the Item First Quarter Sales
(percentage)
2. LED TV 20
3. Washing Machine 25
4. Splict AC 15
5. Microwave 30
6. Refrigerator 10
= = s G

(a) T =1er vek e SHifre T Tfemrg @S A aTetl Swreget Verae < gret e 2 |
3k YR R = Fit o FA & fore sfa widen falem |

A B C D E
| dew |gfedmm | gadw | oo S | s
2. H e 2,500 3
3. A 3,000 4
4. d@dm | 7,000 2
5. Heaed 3,000 5
6. i 5,000 3
63/05/1-229-C] B [ Contd...
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(i) & D4 ¥ Tt Hidrg H o H

(i) @@ D5 # @it arew iR Faew B o Hww

(iii) &t E6 # wsh viiewe 1 sivwm afie

(iv) & D7 @ sAitea o fore @i e aeft meee i o shimd

(b) T 3Te Uk Serargies viren 3 o 4t vem formdt # g skt o s R 2 | 56 anem
T Ueh UTE 918 Wi A oh T4 foT@ | = o1 viideh ‘O et e’ gt =teu |

A B
1. 3TN <R A o fomrdt <Rt fesht
(aférora)
2. | wmidaw 20
3. | afmwsta 25
4. feere u e 15
5. | wewee 30
6. forst 10
363638
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