














ADIKAVI NANNAYA UNIVERSITY,   RAJAMAHENDRAVARAM 
 

II Semester 
Model Question Paper 

Foundation Course: INFORMATION & COMMUNICATION TECHNOLOGY – 1 
Paper Title: Computer Fundamentals and Office Tools 

(Common for all UG courses except BCA/B.Sc Animation) 
Time: 2 hours                                                                                          Max. Marks: 50 

--------------------------------------------------------------------------------------------------------------- 

Answer ALL questions                   

All questions carry Equal marks                                                               5 x 10 

= 50 

 

1. (a) What are the uses of Computers? Explain the different parts of a 

Computer  

          with its block diagram.  

(OR) 

   (b) Explain various Input and Output devices  

2. (a) Write about various Secondary storage devices  

(OR) 

    (b) What is an Operating System? What are its functions? Briefly explain 

Windows  operating system.  

3. (a) Explain various ways of Text formatting in MS-Word  

(OR) 

     (b) Explain how to create tables in MS-Word.  

4. (a) Explain how to create a Power Point presentation.  

(OR) 

    (b) Explain how to add objects into a Power Point Presentation  

5. (a) What are the features of MS-Excel? Explain how to use formulas in MS-

Excel.  

(OR) 

     (b) Explain various ways of formatting work sheets in Excel. 
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AT THE END OF THE SECOND SEMESTER DEGREE EXAMINATIONS 

 

FOUNDATION COURSES :: COMMUNICATION & SOFT SKILLS – I   

MODEL QUESTION PAPER  
 (COMMON FOR B.A., B.Sc., B.Com.,) 

(w.e.f. Admitted Bach 2019-2020) 
(CBCS  PATTERN) 

Time : 2 Hours       Maximum : 50 Marks 
 

UNIT – I    (Vocabulary Building) 

 

1. Look at the underlined part in each word and write its meaning.  5x 1= 5 

 

a) Polytechnic 

b) Prepaid   

c) Multiplex 

d) Cyber cafe 

e) Hypertension 

 

2. Write noun forms for the following by choosing appropriate suffixes.  5x 1= 5 

 

a) Educate  

b) Submit 

c) Pray 

d) Subscribe 

e) Enjoy 

  

3. Fill in the blanks with suitable option.      5x 1= 5 

 

a) Nothing can _______ (altar, alter) the fact that she is my best friend. 

b) He was busy _______ (pouring, poring) over the costs. 

c) You are very _______ (photographic, photogenic) 

d) We have placed orders for office furniture and _______ (stationary, stationery) 

e) We should _______ (canvas, canvass) for our party. 

 

4. Choose the appropriate phrasal verb for the underlined in each sentence by selection from the list. 

                       5x 1= 5 

( Set about, Make out, Worked on, Put out, Turned out ) 

 

a) I cannot understand the problem. 

b) He started on a long pilgrimage. 

c) He refused an offer of a good job. 

d) Iago’s words influenced Othello. 

e) The fire in the ship’s cabin was extinguished by the crew. 



 

 

 

 

UNIT – II  (Grammar – I ) 

5. Correct the following sentences.      5x 1= 5 

 

a) They often goes to the city. 

b) I am a student here, isn’t it? 

c) The doctor made him to take rest. 

d) I and Suresh went on a long trip. 

e) Please don’t repeat the mistake again. 

 

UNIT – III  (Grammar – II ) 

 

6. Fill in the blanks with right prepositions.    5x 1= 5 

 

a) The man ___________ the car is my neighbor. 

b) Dr.Siddique is the person I spoke ___________. 

c) Manu has been living at Dubai ___________ ten years. 

d) They are sorry ___________ having disturbed you. 

e) Gita needed something to wipe the plates ___________. 
 

UNIT – IV  (Listening Skills) 

 

7. Answer any TWO of the following.      2x 5= 10 

 

a) Write a note on “The Importance of Listening”. 

b) Describe the “Types of Listening”. 

c) What are the Barriers to Effective Listening? 

d) What are the Strategies for Effective Listening? 

 

UNIT – V  (Reading Skills) 

 

8. Answer any TWO of the following.      2x 5= 10 

 

a) What is Skimming? 

b) What is Scanning? 

c) What is Intensive Reading? 

d) Write a note on Comprehension. 
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III Semester  
Model Question Paper 

INFORMATION & COMMUNICATION TECHNOLOGY -2 (ICT -2) 
Internet Fundamentals and Web Tools 

(Common for BA/B.Com/B.Sc.,/BBA / BCA Programmes) 
Time: 2 hrs                                                                                                     Max. Marks: 50 

--------------------------------------------------------------------------------------------------------------- 
Answer All Questions.  

All questions carry Equal marks.                                                     5 x 10 = 50 
 

1. (a) What is a Network? Explain the different types of Networks.  

(OR) 

    (b) What is a Computer Virus? Explain types of viruses and its effects.  

2. (a) What is a Browser? Explain the different types of browsers?  

(OR) 

     (b) What is Social Networking? Explain about its advantages and  

          disadvantages  

3. (a) What is an E-Mail? List the advantages and disadvantages of E-mail.  

(OR) 

    (b) Explain the Procedure for composing and sending an E-mail.  

4. (a) What is WWW? Explain the procedure for searching in WWW.  

(OR) 

    (b) What is a Search Engine? List some of the popular search engines?  

         What are various types of Search Engines? Explain? 

5. (a) What is HTML? What is the structure of an HTML document? Create a  

          simple web page using HTML tags.  

(OR ) 

    (b) Discuss about Font, Image and Anchor tags in HTML. 
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AT THE END OF THE THIRD SEMESTER DEGREE EXAMINATIONS 

 

FOUNDATION COURSES :: COMMUNICATION & SOFT SKILLS – II   

MODEL QUESTION PAPER  
 (COMMON FOR B.A., B.Sc., B.Com.,) 

(w.e.f. Admitted Bach 2019-2020) 
(CBCS  PATTERN) 

Time : 2 Hours        Maximum : 50 

Marks 
 

I. Answer ALL the questions.       5 x 10 = 50 

 

1. a) Write a note on Vowel Sounds and Consonant Sounds in the English Language. 

(or) 

b) Write English Spellings for the given Phonetics. 

 

/ˈkɒlɪdʒ/ /skuːl/ 

/ˈstjuːd(ə)nt/ /ˈtiːtʃə(r)/ 

/treɪn/ /ˈwʊmən/ 

/ˈsɪləbəs/ /həʊm/ 

/triː/  /sʌn/ 

 

2. a) Illustrate the rule for functional stress with examples. 

    (or) 

b) Mark the stress (’) for given words. 

(i) admiration (ii) examination 

(iii) biological (iv) sincere 

(v) ceremonious (vi) related 

(vii) Suitable (viii) describing 

(ix) homeopathic (x) essential 

 

3. a) Write a note on Interviews Skills. 

      (or)       

b) What are the Presentation Skills? 

 



 

 

 

 

4. a) What is a Group Discussion?  Describe the Skills and Personality Traits are assessed in a 

Group Discussion. 

(or) 

(b) Match the following expressions with the corresponding professions. 

 

(A)  (B) 

1) Teacher  (a) Let us go to party 

2) Bus Conductor  (b) Can you please tell me how can I help you? 

3) Lawyer  (c) Where do you want to go? 

4) Doctor  (d) You must complete this project by week end. 

5) Friend  (e) How long have you been suffering? 

6) Bank Clerk  (f) Where is my Pass book? 

7) Ticket Collector  (g) What is the Account Number? 

8) Principal  
(h) Train No:732562 Secunderabad Express leaving shortly 

from Platform No.2 

9) Announcer  (i) Your Admission is confirmed. 

10) Customer in a bank  (g) Show me your ticket please? 

 

 

5. a) Correct the spelling in the following words and insert Punctuation marks in the given 

sentence wherever necessary. 

(1) Leftnent (2) Twelth (3) Commite (4) Fune   (5) Gramar 

there was a villages  He didn’t know how to read and write 

 

(or) 

b) Prepare a flow chart on the process of making Tea. 
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AT THE END OF THE FOURTH SEMESTER DEGREE EXAMINATIONS 

 

FOUNDATION COURSES :: COMMUNICATION & SOFT SKILLS – III   

MODEL QUESTION PAPER  
 (COMMON FOR B.A., B.Sc., B.Com.,) 

(w.e.f. Admitted Bach 2019-2020) 
(CBCS PATTERN) 

Time : 2 Hours        Maximum : 50 

Marks 
 

SECTION – A (SOFT SKILLS)  

              

Answer any Two of the following                                                                   2 x 5 = 10 

 

1. What is positive thinking and its advantages? 

2. How to improve a good body language? 

3. What is SWOT/SWOC analysis and asses your SWOT analysis? 

4. What is emotional intelligence and its importance? 

5. Write a note on Netiquette and social media etiquette for college students.  

 

SECTION – B (PARAGRAPH WRITING) 

 

Answer any Two of the following                                                                   2 x 5 = 10 

 

6. What is a paragraph and explain the features of a good paragraph? 

7. Describe various types of paragraphs? 

8. Write a paragraph on a Rainy Day. 

9. How to develop an idea and write important steps?   

10. Develop the idea of “Necessity is the mother of invention”. 

 

SECTION – C (PARA PHRASING & SUMMARISING) 

 

Answer any Two of the following                                                             2 x 5 = 10 

 

11. Explain paraphrasing and its features? 

12. What are the stages in paraphrasing? 

13. Write a note on good summary. 

14. What are the stages of sumarising? 

15. Read the following passage and summarise it in your own words. 

 

 Subbaiah sold rice at the market gate. In his shop he found, heaped in wicker baskets, all 

varieties of rice, from pebbly coarse rice to Delhi Samba, white as jasmine and slender as a 

needle. His shop was stuffy and dark, but there was no place on earth like it for him. He loved 

every inch of it. He liked the smell of gunny sack, he liked the smell of rice and husk, and he 



lived the warm feel of rice in his basket when it arrived fresh from the mill. Through good times 

and bad times he flourished.  

 

 There were days of drought-when paddy did not come up and the rice mills were 

silenced; when people looked hallow-eyed and seemed at the point of falling dead on the road 

side. But even then he did not close his shop. If he did not find stuff for twenty baskets, he 

scoured the country side and filled at least two baskets, and sold them. There were times when 

the harvest was so rich that he could hardly accept a quarter of the grain that was offered; when it 

seemed a fools’ business to be selling rice. If you sold rice all day night you could not hope for a 

profit of even Rs.50 at the end of the month. They called it depression in the trade. 

 

SECTION – D (LETTER WRITING) 

  

Answer any Two of the following                                                           2 x 5 = 

10 

 

16. Write a letter to your father asking him to send you money for paying your examination fee.   
17. Write letter to a news paper about a bad road in need of urgent repair. 

18. You have seen advertisement of a mobile phone on the website. You like it. You want to buy 

it and so you want some detail about it. Write an e-mail to triopals@bestbuy.com. 

19. One of your friends has recently left for Singapore for doing MS. You miss him very much. 

Write an e-mail to your friend Sasi. 

 

SECTION – E (RESUME & CURRICULAM VITAE) 

        

Answer any Two of the following                                                                    2 x 5 = 

10 

 

20. Prepare a resume for the post of computer operator in a Public School. 

21. Prepare Curriculum Vitae for the following advertisement. 

Wanted a lady lecturer in English for a girls residential college. The candidate should 

be a post graduate aged above thirty five. Even part time lecturers are acceptable. Should 

have a pleasing personality with excellent communication skills- previous experience 

preferable-apply to Post Box No. 116, “The Hindu”-Vijayawada. 

 

22. Write a covering letter for the post of civil engineer in Krupa Infrastructure Company, Malli 

Street, Hyderabad. 

 

23. Write a covering letter in response to the following advertisement. 

 

Wanted a B. Com., graduate with experience in Accountancy and Book keeping - for the 

Post of Accountant, in a manufacturing firm. Apply to Post Box No. 346, State Herald, 

Hyderabad - 500 004 within ten days. 
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