SRI GURU NANAK PUBLIC SCHOOL HOLIDAY HOMEWORK (2023-24)
CLASS X
SUBJECT-ENGLISH

Dear Parents

Summer Holidays Homework is an initiative on our part, to inculcate innovativeness, creativity and
interest in the tasks assigned to our students. It will not only enable them to recapitulate what was
taught but will also help them to connect themselves to the various learning processes. Please
ensure that your child completes the assignment neatly.

GENERAL INSTRUCTIONS

1. Do the following questions in a separate notebook.

2. The work must be presentable and done in neat and clean handwriting.
3. All the questions are compulsory.
4. The work will be assessed for the internals. 5. Revise the syllabus covered till now.

ASSIGNMENT 1 (LITERATURE)
Q 1 Answer the following questions in about 30 — 40 words:

a. What were Lencho"s feelings when he found the letter with money in it? What did he do after
opening the letter?

b. Where was Lencho"s house situated? Why did he sit seeing the sky?
¢. What did the postmaster do to keep the faith of Lencho?
d. Why is 10th May, 1994 important for South Africa?

e. What is the dream of Nelson Mandela for the future of South Africa?

f. How did the seagull feel when his belly touched the green sea?
g. What shocked the narrator after landing safely?

h. What is the underlying message for us in our
hectic life with reference to the poem “Dust Of Snow"?

i. Why does the tiger express his anger quietly?

j- What does “Fire“and “Ice“stand for and what is the general opinion regarding the world?

ASSIGNMENT 2 (GRAMMAR)

Q1. Fill in the blanks with the most suitable word: In 1905, Albert Einstein worked as a technical
expert (a)...coceeeeenee. the local patent office. During this time he published four of his (b)..............
important papers on the history of science. It proved to be a major step (c) ............. progress in the
field of science, which is (d).......... remembered after ages.



Q2. Fill in the blanks with most suitable word: A great part of Arabia (a)........... a desert. The sand is
so hot that you (b)........... walk over (c)....coeeuene.. with your bare feet in the daytime. During night you
can (d) ceeeveeenneee. It was pleasant.

Q3. The following passage has not been edited. There is an error in each line. Find out the

error. A saint walks the streets of Kolkata .....................

It can happen only at India. It ....c.ccovvvvviereeenne. is time that us realise our .......cccceeveeeeceeeenne,
strength. We are greater people. ......cccoecuerennnnnne

We have so much religious leaders. .......ccoeeueneens
Q4. Find out the error in each line:
After his speech, his father flick open ...................

the basket lid and play the pipe again, ................
whereupon the snake springed out. ........ccucuue.e...

People run in terror to save.........cueu...... his liVes. .o,

Q5. In the following passage one word has been omitted. Find out the missing word:

A large part India“s population is

of the Indian society. Removal illiteracy ......cccceevvevecevevenenenen.
is necessary an all-round development of ........cccccceveeeieeeceennen.

Q6. Find out the missing word:
A boy drowning in a river

..................................... and he shouted help. A .......cccceeeevevevveneenee.. man who passing
jumped oo into the river saved his life.

As man was leaving the boy

..................................... Asked him why he had risked his own life.

ASSIGNMENT 3 (WRITING)

Werite a format of a formal letter beautifully on an A3 size sheet.

Q1. You are Priyanka Chopra, resident of 20, Paradise Colony, Mayur Vihar, Panchkula. There has
been an alarming rise in accidents in your neighbourhood, especially on the National Highway.
More than 11 deaths have been reported in the previous month alone, yet the number is on the
rise. Write a letter to the Editor, The Tribune, Chandigarh, expressing your concern and suggestion.

Q2. You are Hardeepak Singh, a brilliant student who has completed his class X from a small town in
Himachal Pradesh. Your friend has shown you an advertisement about a coaching centre for IIT-JEE.
Write a letter to the Director of Surya Coaching Centre asking for more details.



Q3. You are Priya Khanna, librarian of your school, Aligarh. You have been asked to place an order
for some books for the school library. Write a letter to the Sales Manager, Light House, Main Road,
Noida, placing an order for the books that you need.

Q4. Write a letter to M/s. Captain Sports House, Jalandhar complaining that the items sent by them
were not those you had ordered for. Ask for a replacement. You are Varun Joshi, Sector-20,
Chandigarh.

Q5. Write a letter to the editor of a national daily urging the new generation to read about the
evolution of the English language as you feel today’s generation does not care much about correct
usage of the English language.

CREATIVE CORNER

Q1) Make a PPT containing 7-8 slides on any of the chapters or poems you have read from your
prescribed textbook.

Q2)Watch English news daily in order to equip yourself with the information and facts to be used as
content in the writing skills.

Q3)Watch English movies and enrich your vocabulary.

Q4)Write new words along with their synonyms and antonyms on A-4 sheets (At least 50 words).

SRI GURU NANAK PUBLIC SCHOOL
HINDI HOLIDAY HOMEWORK CLASS-X

1. UTEIATER h fHET Teh U1S T T 3Hh AR T J0TT Il §U Teh PPT 15T |
2. AFfaf@d fawat o 3rgess faf@w |
o HRCT HERTA 3HAehcl H Tehdl
o ZaT Nl R ST I FoITd
o STol Gohe TAaROT & 39T
3. 9F ol -
o ColTREee T ISl A 81 18T 811l & IR & FATIR 9= & JUleeh 1 TF folgehi 319 goira
QST
. ﬁ?qcmqm*{ﬁ@fﬂmméﬁ@ﬂﬁ@%ﬁéﬁ&%ﬁaﬁwwI

HATFH-1
farafaf@e sreamr #r earerqas afew aur 39 93 smenRa et F s o |
HTST 7 HTTeeh ATehct Ife; Tehdll o U & ol a8 LT a3 & I § | olfehe] clTehc Hed 31fast &
AT BIcll § 3R 317367 3 &Y &Y wrehfaieh & faegaATeT § - veh ®u dr g @ 1o 1Pt STem aahchl & | 390
I STelT Hebcll & foh AR 32T 1 T@ & S A dgel & AR g & 78 § & 310 garrer & gl § |
T 3 Fed Feh1TRIcT &Y Fehell § 13 AR faRa &1 31erohR GATCH X & | HeJsT Ueh e AT o &
S ST QAT 3T AT 31961 T o oIt il STTetar & | e AT 1 foaAr aa hr Tgradr & Hepr ST
ol TEY e 78T aTUal aiceh STel ST | 518 TehR HoJsT 1 AT S1eTTe o foTT o7d i ST sl




& O 38 YhR A dTehd T STAHTS el o [oIT GIH FI 3TaThar el & | fo g 9o aqar A&
P STolet T FATAT &, JCT Pl TGehel H HGE, AT &, 3T TPR TIH dTehd T Tl 120 H TN HlaAT
QAT § | FoTel el H Heg AT § | dlehed o1 39 Tore f&emm 7 giter i3t ag 34 fgem & G
mﬁmwm%mwaﬁrﬁﬁm%ﬁqmmawm &, FoleTehcll elledl
hiSeT §, S ThR ATehcl o T A TN AT 3T & el fehat [HATOT et 3rcadcd Hhe |

(i) GHTST T FATT ATFARMAT TITE -

(oh) T2 T (@) fR gar
(91) Far et (€T) FTe a3
(i) IFT Fer s A arcaT & -

() TG o & H dGeleT aTall, IHT dTell

(T) HISTT Tehlal ATelT, 3R I Wcd el dTell
ENEREIGEIESEINEIRI

(€T) STellel dTell 3 ThTer Sat aTelr

(iiii) TTehcT T el SEAHTST el oh ToIT ITATHAT &lci & -

(&) STecdTal ar (@) G &I

(3IT) FHT Fr (€) HTST

(iv) TSl 3 STYaT & 37T A& gl & -

(eR) AT AehalT (@) AIEH AT

(31) f¥AToT BT GCIEGINETGH

(v) TS ST 3T 2M¥eh grar -

(ch) TITehcl T HeT AT (@) 3117 3R &

(aT) 3773 & 3TAT (&) argd 1 fSiest
FRIYTH-2

farafaf@a weat & fav sfa Rses gfaw |

(i) HATCIT o GTUT H SST GWHT TS ..ocovvvevvrera T | - 3UGeFc HETR A 1T [ RAT |

() SITOT @A (@) 3TTeT-Ieelr

(3T) 7R fACaAT () HTIT SATAT

(if) I cToT 3aTel SelTeTT - HgTax 1 37§ |

(eR) ST ST (@) erfFer g

(31) BT BT (ET) ST 3T Bl

(D =R US E SR o Seel YT h1H STocl T A | - STYeFcl HeTa H aTerd T HITIT |

(&) R e (Q) 3Tl AT

(3T) 33Tl 3BT (€T) Feleh SIATTeAT

(iv) 37eFel IX Te2 ST - HGTaX ol Fel T T |

() A g (@) J&fer s g

(37) Sefer gl (en) S QSATaTeT gletr

(v) ShETT H JUH o el G AT HTAT ..o T

(o) foaTfeaAT (@) 3TH

(91) T (&) s

(vi) G T ITAT SHHRT TN ... grarg|



() AT (@) At-ar 7TRE

(3T) HehYhT CIGIEES]

(vii) TSR & .......cccccc. IS 61 Yeb G|

CIERGIEEIERERIGIH (T) I H T T &

(3T) ITET ST H (9) Gole o &

(viii) G o 30T Blel &l FHATIR FoAehd [T ... |

(&) pIfT grarw (TT) JATeT-SelT BT AT

(31) SIR & RKearT GIRGEE
FRIYAH-3

freafaf@e g w1 vgat vl & walfte sugaa faweul &1 9ae fifore -

VY qmoft SiferT, #eT F1 3T @S|

39T et Waa 7Y, AT HFgEaE |

(i) T HeJsT Y Helr ATof Srerel b1 Hewr fearg?

() HISTFL) (@) ah (@) WA (<) T

(ii) #HrEr ol & gEN olaT fohdenT 377e7d A 82

() g@ AT (@) AT T (3T) TehTRA T (%N) 3T9eAT9eT hT

(i) SRECT SY8T (W) 3 Fgercl 31TAT 2Meg; T 37 4T &2

(eh) 316 (&) 9o AT (31) gY-gT (&) 3T

(iv) i canT foraas Aot glet I 9T el 15 872

(eR) #He (@) et (1) qrofy (&) 3TaT
FRYAH-4

(i) T & s arFa g -

() IS Tt aTelT i) Wrell AT ST

(@) S TfFd IR 81T §, 98 el @rell 781 SodT|

(3T) IRAHT cafaraT @rell 8t dodT g |

(&) IR safFa @rell ST 9HE Aal Tl

(ii) 3H F ST WAT 3R AN 1T |- TAT & HTUR TR AT T A g -

(eh) BT AT T (@) By arsg
(3T) HgeFcT AT (&) SeTH T IS oTal
(iil) Rrfof@g g & @ AT g -

() STH €1 I8 B 1 SR fovehed, S €1 S GHATHI 3T |

(@) AT &R F SR foAehel A A & GATHI 3T |

(3T) ErATRT g1 €1 8 A STgX faiehed |

(57) 3oTeh B feTeherd €1 SR & AT g3 |

(iv) T PIoT-AT ehTerd &, ToTEl STATgellel 6 ohl oATH o FoiT &1 | - TH=AT & TR W a1y & g
.

(5h) T dTeRT (@) Ay aeT

(3T) FgeF AT (€T) BT Q@ IS AET




HOLIDAYS HOME WORK(2022-23)

CLASS -X
SUB- PUNJABI
# fon fEq fen 3 Fufed
MU ISR
+grel g friw
“HE T3 A 13 |

# TR famiaegua 986 I ABTE 3nd 99 (B4 JA3 IT8ITY)

H3 ST adee AT ofH € Tadrel 4|
Note

Y T s I TR US

Title page tmlj?ﬁ

HY €y

339 (Index)

SASIGT S HeT 1% Yrae T fersTd

4 |

o

P ECY
AJTed AHaTdt|

SRI GURU NANAK PUBLIC SCHOOL, ADARSH NAGAR, DELHI
HOLIDAYS HOMEWORK (2023-24)
CLASS X
SUBJECT: MATHEMATICS
GENERAL INSTRUCTIONS:

e Do the Maths Lab Activity on coloured sheets.
e Do the Assignments (given in class) neatly in Maths HW copy.

MATHS LAB ACTIVITY: (To be done on coloured sheets)

e TOPIC: COORDINATE GEOMETRY
AIM: To verify the distance formula graphically.

e TOPIC: A PAIR OF LINEAR EQUATIONS IN TWO VARIABLES
AIM: To find the condition for consistency and inconsistency of a system of linear
equations in two variables

B. ASSIGNMENTS OF CH 14 STATISTICS & CH 7 COORDINATE GEOMETRY



PRACTICE THOROUGHLY FOR MICRO TEST 1

HOLIDAYS HOME WORK
CLASS : X
SUBIJECT - SCIENCE

1.Complete all the activities discussed in the class. ( PDF SHARED IN CLASS GROUP)
2. Complete the given assignment.

CHEMISTRY ASSIGNMENT










SUBJECT: BIOLOGY
TOPIC — LIFE PROCESSES
SUBTOPIC NUTRITION AND RESPIRATION

Q1. What is meant by nutrition? Why is it necessary for living organisms?

Q2. What is the difference between autotrophic and heterotrophic nutrition? Give examples.
Q3.How do living organisms obtain nutrients from their food?

Q4.What is the role of digestive enzymes in the process of digestion?

Q5.What are the different stages of digestion? Explain each stage.

Q6.How is food absorbed in the small intestine?

Q7. What is the role of villi in the small intestine?

Q8. What is the difference between aerobic and anaerobic respiration?

Q9. What is the importance of cellular respiration in living organisms?

Q10. What is the role of mitochondria in respiration?

Q11. How do plants breathe? Explain the process of respiration in plants.

Q12. What is the function of respiratory system in humans?

Q13. What are the different types of respiratory organs in animals?

Q14. Explain the mechanism of breathing in humans.

Q15.What are the different respiratory disorders? Explain each one of them.

Q16.How is the rate of respiration affected by various factors like temperature and exercise?
Q17.What is the difference between breathing and respiration?

Q18. Explain the role of ATP in cellular respiration.

Q19. How is the energy obtained from food utilized by living organisms?

Q20.What are the different ways in which living organisms release energy?

PRACTICE ALL DIAGRAMS GIVEN IN NCERT LIFE PROCESSES .DRAW THEM IN BIOLOGY NOTEBOOK

PHYSICS HOLIDAYS HOMEWORK
ASSIGNMENT NO. 1

Q1. What should be the position of the object when a concave mirror is to be used :
As a shaving mirror
As a doctor’s mirror
Q2. A man standing in front of a spherical mirror , finds his image having a very small head , a fat
body and legs of normal size.What type of mirrors are used in these three parts ?
Q3. The angle between an incident ray and the mirror is 40°.
What is the angle of incidence ?
What is the angle of reflection ?
What is the total angle through which the ray of light turns ?
Q4. In what way is the word AMBULANCE printed in front of the hospital vans ? Why is it printed
this way ?
Q5. A student wants to project the image of a candle flame on a screen 80cm in front of a mirror by
keeping the candle flame at a distance of 20cm from its pole.
Which type of mirror should the student use ?
Find the magnification of the image produced.
Find the distance between object and its image.
Draw a ray diagram and mark the distance between object and its image/
Qe6. If the image formed by a mirror for all positions of the object placed in front of it is always
erect and diminished, what type of mirror is it ?Draw a ray diagram to justify.Where and why do e
use this type of mirror ?



Q7. An object 2cm high is placed at distance of 16cm from a concave mirror which produces a real
image 3cm high.

Find the position of image

What is the focal length of mirror

Q8. A student has focused the image of a candle flame on a white screen using a concave mirror.
Length of flame = 1.5 cm

Focal length of mirror = 12cm

Distance of flame from mirror = 18cm

If the flame is perpendicular to the principal axis of the mirror , then calculate the following :
Distance of image from the mirror

Length of image

If the distance between the mirror and the flame is reduced to 10 cm, then what would be
observed on the screen.Draw ray diagram

Q9. Size of image of an object formed by a mirror having a focal length of 20 cm, is observed to be
reduced to 1/3rd of its size.At what distance the object has been placed from the mirror ? What is
the nature of image and the mirror ?

Q10. A concave mirror of focal length f produces an image n times the size of the object.What
would be the object distance for which the image is real ?

Note : Read the assertion (a) and reason (R) carefully and then mark the correct option out of the
options given below :

Both (A) and ( R) are true and ( R) is correct explanation of (A)

Both (A) and ( R) are true and ( R) is not correct explanation of (A)

A is true but R is false

A is false but R is true

Ql1.

Assertion : Image formed by a plane mirror is laterally inverted

Reason : A dentist uses a concave mirror of small focal length while examining the teeth of a
patient.

Qil2.

Assertion : A ray of light passing through the centre of curvature of a spherical mirror retraces its
path after reflection from the mirror.

Reason : A ray of light passing through the centre of curvature of a spherical mirror is incident
normally on the surface of the mirror.

Q13.

Assertion : Focal length of a concave mirror having a radius of curvature 40cm is 20cm.

Reason : For a spherical mirror focal length is one-half of its radius of curvature.

Qil4.

Assertion : Large sized concave mirrors are used to concentrate thermal radiation in solar
furnaces.

Reason : A convex mirror is fitted in automobiles so as to increase the field of view of the vehicle
driver.

NOTE : HOLIDAYS HOMEWORK QUESTIONS AND DIAGRAMS WILL BE EVALUATED AFTER THE
VACATIONS FOR INTERNAL ASSESMENT MARKS .



CLASS X (2023-24)
(SOCIAL SCIENCE)
HOLIDAY HOMEWORK

PROJECT WORK-CONSUMER AWARENESS

Every student has to undertake project on the topic: CONSUMER AWARENESS OR

SUSTAINABLE DEVELOPMENT

INTRODUCTION

Any time you go to a store to buy something, you are being a consumer. Any individual who
purchases products or services for his personal use and not for manufacturing or resale is called a
consumer. Consumer protection is very important to prevent consumers from getting exploited due
to factors like

i.Physical protection of a consumer

ii. Unfair trade practices
iii. Protection against environmental hazards
iv.Protection from deceptive advertising; etc.

Hence, Consumer awareness is the knowledge that a consumer should have about his/her
legal rights and duties. It is a must for a consumer to follow these rights. It is implemented for
the protection of the consumer, so that the consumer is not exploited by the seller of the
products.

Prepare an investigatory report on consumer awareness.

Collect information on the following:

1. Introduction (1 page- history of Consumer Movement in India) Pg 77-78

2. Forms of Exploitations among consumers

3. Consumer Rights

4. Duties of consumer

5. Standardization marks — (ISI/ AGMARK/FPO)-Paste samples from original products at
home. (Check bottles/packets of Shampoo, ketchup, butter, Jam etc.)

6. Consumer Courts and COPRA

7. Redressal process of consumer forum/How to file a complaint in Consumer Court

8. A short paragraph on ‘Jago Grahak Jago’ supported by one advertisement. (paste/draw)
NOTE- All the topics should be explained with the help of relevant and clear images.

PROJECT WORK- SUSTAINABLE DEVELOPMENT

INTRODUCTION

Sustainable development means that resources should be utilized organically and without overusing
them. Sustainable development aims to use natural resources and the environment to raise the

standard of living while preserving future generations' capacity to meet their own needs.

Points to be covered under this Topic:-

PwnNe

Definition

Four pillars of sustainability:- Human, Social, Economic and Environmental.
What are the 5 P's of sustainable development?

What are the 17 concepts of sustainable development?



What are the three C's of sustainability?

What are 4 the three pillars of sustainability?

What are the main challenges for sustainability?

What is preventing sustainable development?

What are the challenges of sustainable development in India?
10 What is 2030 agenda for sustainable development?

© 0N O w;

GUIDELINES

Guidelines for the Project: 1. The total length of the project must be maximum 15-17 sheets
(or 15-17 foolscap pages)

2. The project report must be hand written and not a computerized/digital one.

3. It must be presented in the following order:

a. Cover Page: must contain title, student’s detail (full name of the student, class and section,
Roll number), school’s name and session.

b. Contents: List of contents with page numbers.

c. Acknowledgement: Acknowledging the institution and the persons who helped.

d. Subject Matter/Content: Sub topics with relevant headings.

e. Summary and conclusion.

f. Bibliography: It must have the names of books, websites along with their links from where
the content is collected.

g. Photographs and sketches should be labeled.

h. The last page should contain evaluation sheet i.e. Attached evaluation Performa has to be
enclosed as the last attachment for purpose of evaluation.

ACKNOWLEDGEMENT
This is to acknowledge all those without whom this project would not have been possible.
Firstly, | wish to thank our Social Science teacher who

gave her immense support and made us understand how to make this project. Without her
guidance and support, this project would not have been completed. | would like to express
my special thanks of gratitude to our principal (Name of the principal) who gave me the
golden opportunity to do this wonderful project on the topic (Write the topic name), which
also helped me in doing a lot of Research and enhance my knowledge in this area. Secondly |
would also like to thank my parents and friends who helped me a lot in finalizing this project
within the limited time frame. The subject matter contained in the project has been widely
taken from the internet. The statistical data has been extracted from

FULL NAME OF THE STUDENT:-

CLASS & SECTION:-



PROJECT EVALUATION PERFORMA

NAME OF THE SCHOOL: SRI GURU NANAK PUBLIC SCHOOL, ADARSH NAGAR
DELHI

NAME OF THE STUDENT:

CLASS: X SEC:

ROLL NO.:

TEACHER’S REMARKS

S.NO | ASPECTS MARKS
1 Content accuracy, originality and analysis | 4
2 Presentation and creativity 4
3 Viva Voce 2

Date of Submission:

Overall Remarks:

Teacher’s Signature:

Date:

Sample Questionnaire Consumer Awareness Personal Information

1 .Name

2. Education
3. Occupation
4. Age
5. Sex (M/F)
6. Age

Consumer Awareness Information
Q1. Do you examine the expiry date of the items you buy? Yes /No

Q2. Do you check the MRP (Maximum Retail Price) before buying a product? Yes /No



Q3. Are you charged the MRP or more than/less than the MRP? Yes /No

Q4. Do you check the weight of the products mentioned on the items? Yes /No

Q5. Have you ever come across adulteration or duplication items? Yes /No

Q6. If yes to question (5), did you complain to: Shopkeeper /Main Supplier /Any Other

Q7. What was the response to your complaint? Satisfactory / Not Satisfactory / No Response

Q8. Are you aware of your rights as consumers? Yes /No

Q9. If you are not satisfied with the price/quality of the products do you realize the need for
forming some consumer clubs to fight for your rights? Yes /No

Q10. Are you aware of consumer courts for redressal of grievances of the consumers? Yes
/No

Q11. If yes, have you ever filled a case in the consumer court? Yes /No

Q12. If yes to the question (11), was the consumer court able to redress your grievance?
Yes /No

Q13. Do you think media can play an important role in increasing consumer awareness?
Yes /No

Sign of respondent Sign of enumerator



SUBJECT: INFORMATION TECHNOLOGY(402)
SKILL SUBJECT
CLASS X

DO ALL THE ACTIVITY IN OPEN OFFICE WRITER GIVEN BELOW:

Q1. HOW TO USE THE STYLES IN OPEN OPFFICE WRITER
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2. Create a dogument on “Global Warming”. Form the first word of it witf diﬁergnt,
formatting features and add that formatting style into the body of the document using |
Drag-and-Drop option.




Q2. CREATE A TEMPLATE OF CERTIFICATE IN OPEN OFFICE WRITER GIVEN BELOW

- — T

ifi creenshot given below
\t that looks like a c_ertlf.lcate S and Savg \‘
1. Create a documerl structions: i
|
I

jven in R
template. Follow below 9 U ”"’m-\

Insert TITLE here

sev e

is presented to

Insert STUDENT's NAME here

for

Insert APPROPRIATE COMMENTS here

Signature Date

Insert SCHOOL/CLASS here

* Apply page borders as displayed in the screenshot. Apply border color as per your
choice.
* Page orientation must be landscape.

* Give your desired formatting for school name, school address and text writtenin
the certificate.

* Save your file as a template and give the name certificate_template.

2. Open 00 Writer and change the default template to custom template using
following formatting:

. Fon.t: Verdana, Font Size: 14 pt, Font color: Automatic
* Main 'Headings in the template: Font — Verdana. Size — 24 pt, Font color =
. Head/.ng level 2: Font — Verdana, Size — 20 pt l-:ont color — |\;1aroon
* Heading level 3: Font — Verdana, Size — 18 pt,, Font color — Red

Now, write a complete arti - e it. U1}
the above formatt?n f artiele on Generation of Computer Languages and s3" /i
g for different contents of the document. i

e e . amm owm wme &

Blue

Q3. CREATE A DOCUMENT IN WRITER ON ANY FIVE ACHIEVEMENTS OF ANDAMAN AND NICOBAR
ISLAND. INSERT RELEVANT PICTURES TO EACH FROM FILE.



Q4. USING MAIL MERGE INVITE YOUR FRIENDS FOR THE BIRTHDAY PARTY
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1.

8.

9.
(B) Open the Word Processing software and prepare t

(A) Creating af

ormal invite using Mail Merge
inviting fri ily to a party you are hostj
tter inviting friends and_/orfaml ing. £y
Tgﬁi :nlehost a birthday, graduation, end-of-school or Independence Dayrexa,,,p‘,.5
gick the event. Your letter will serve as your form letter. Save yoyr letter as-;c.
il

Mefge Letter . 1] ”
Format the letter as left aligned (block letter) with .5” or 1” margin depe“dingo.

the length.

Make sure your address is listed at the top of the document. Then insert ty, bl
lines and put the date in the month/date/year format. Then enter four blan g
and leave space for your merge fields.

Example:

Title First Name, Last Name

Address 1

Address 2

City, PIN

(Eventually, you will be entering your merge fields to replace this information.)

. Create a data source with names and addresses of at least five familigs/friens

to whom you wish to mail the letters. Create fields such as Title, First nam, Last
name, Address1, Address 2, City, State and PIN or make appropriate field names

of your choice but make sure you include the address information. Save your té
source as Mail Merge data.

. Now return to your main document (Mail Merge Letter) and set it as the form

document and identify your data source.

- Enter your merge fields into your main document. Merge fields should be used

the recipient’s address.

. After your merge fields are entered, merge the document and save it. Save e

merged document as Mail Merge.
Create envelopes inserting your merge fields for the recipient’s name and 2ddres®
Schools to invite parents for annual function

Save the merged envelopes as Mail Merge Envelopes |
|
|

he following labels: |

An Event Management company which wants tq send fliers to its clients d

Print your form letter, one merged letter ang one envelope



