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e Please check that this question paper contains 4 printed pages.

e Code number given on the right hand side of the question paper should be written on the
title page of the answer-book by the candidate.

e Please check that this question paper contains 22 questions.
e Please write down the Serial Number of the question before attempting it.

e 15 minute time has been allotted to read this question paper. The question paper will be
distributed at 10.15 a.m. From 10.15 a.m. to 10.30 a.m., the students will read the
question paper only and will not write any answer on the answer-book during this period.
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General Instructions :

(i) Question Nos. 1 to 10 are short answer type questions carrying two marks each.
Answer to these questions should not exceed 30 words each

(i)  Answer any seven questions from 11 to 19. These are of four marks each. Answer to
these questions should not exceed 70 words each.

(iii) Answer any two questions from 20 to 22. These are of six marks each. Answer to
these questions should not exceed 150 words each.

T — |

PART -1
1. 3Tk S/ 99T “STIaeh S 9§ 31T 1 THEd € 2 2

What do you mean by inward mail and outward mail ?

2. U @i & HINE bl SYANTAT sl THIET | 2

Explain the utility of a letter opening machine.

3. TRIEAT % SIERIOT i fhwal IR fafeat o = fafaw | 2

Name any four methods of classification of files.

4, A RHTet B T F F A A 2 2

Why should old records be weeded out ?

5. = A & 7909 % oy Sared | 2

State the advantages of a Note Counting Machine.

6. <TEH NerreT &1 UG g 1 & T foham STam € 2 2

For what purpose is a Time Recorder used ?

7. TS FEE H e TUYT i ATE9ehdl Sl T899 § THSET | 2

Explain the need of internal communication in an office.

8. TSIy Wed AT WA T el § 2 2
What is an Amendment Motion ?

9. U GH & UIET o §F ATUHR] ol Ioo1d HifeT | 2

State two rights of the Chairman of a meeting.

10. fordl @91 % T 9 3T 1 GHIA & 2 2

What do you mean by adjournment of a meeting ?
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PART - 11
T 9N H 9 fohl | I3 o ST |IU

Answer any seven questions from this part :

11, STUH ST HETAT & o1 T BT AN T I el T & | 3T o1 319 o et
R ferar 4T 2 4

You are asked to select a photocopying machine for your office. What points will you
consider for the same ?

12. |HE foh 3719 U e & [T HHepey T = A9 &l T € 2 4

Explain why it has now become necessary for every office to have a computer ?

13. Ueh 94 % THY fHT ST STt Teh SHEaT Giad & =X Haedl & Sooid ShifsT | 4

State four duties of a secretary to be performed during a meeting.

14. U QW1 1 99 A1 FA0 S ST =MMeT 2 37 Goa1 | F1-501 a1 &1 ST =g 2 4
Why must a prior notice of meeting be given ? What should be the contents of this
notice ?

15.  “therg’ oh1 37 o o IAd=T | 4

State the meaning and advantages of FAX.

16. I M EIAT € ? 39 oY ey | 4

What is Internet ? Give its advantages.

17. Trafafed 5 9 el 2 ol a9emy . 4
() TTTET (TR
(@) g
(M T e B T % gen
Explain any two of the following :
(@ Proxy
(b) Quorum
(c) Minutes of the proceedings of a meeting
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18.

19.

20.

21.

22.
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Teh 37T AT T fhl el & 2 4

Which one is called a good business letter ?

HTES STSHAMTHN T & ? FIE STHATIH & TR AT Sl Jooid T | 4

What is a card index ? State four advantages of card index.

T - 111
PART - 111
TG 9T H 9§ T a1 el o SeR 1T

Answer any two questions from this part :

ToAEe FwIoT 3 7Ot T 3TeRTUTl i Ty | 6

Explain the merits and demerits of written communication.

FEfeT 9 39 91 THEAA € 2 U5 Sl FIZeT 1 (ohaT STaT € ? Ueh 373! FHgel YUl & Ao
AT | 6

What do you mean by filing ? Why are letters filed ? State the characteristics of a good
filing system.

ffefaa o & fohel ar =i aveme 6
(i) H=IPpa ST Faer

(i)  ShfeRTT Tole

(iii) < e

(iv) = e

(v) URE S TR

(Vi) TR MR (U SR TEE)
Explain any four of the following :
(i) Centralized Mail System

(i)  Franking Machine

(iii) Insured Post

(iv) Speed Post

(v) Post box Number

(vi) Post Office Guide
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