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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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OFFICE PROCEDURE AND PRACTICES
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Time allowed : 3 hours Maximum Marks : 60
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General Instructions :

(i) Questions number 1 to 10 are short answer type questions carrying
two marks each. Answers to these questions should not exceed 30 words
each.

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

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

AT I
PART I

1. O Siew H F AL 7 ? 2
What is meant by ‘Post Box’ ?

2. ST oIkl & feheal g T 1 Jeoid hITT | 2
State any two advantages of centralisation of mail.

3. ‘aEii¥e IR S H 7 T | 2
Give the meaning of a ‘Business Reply Card’.

4.  ‘“BrEfenT 1w A g ? 2
What is meant by ‘Filing’ ?

5.  Uehs e’ o Tohedl qf oMWl Wl Ieoi@ T, | 2
State any two advantages of a ‘Cash Register’.

6. ‘B H T AL 7 ? 2
What is meant by ‘Fax’ ?

7.  ‘Oifges gar’ @ o1d i | 2

Give the meaning of ‘Oral Communication’.
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8. B TGNl o I S o HE o [hwal ol (oGl I Joaid HITC | 2
State any two points of importance of noting of telephone messages.

9.  ‘furiues wa o1 T 37 B 2 2
What is meant by ‘Casting Vote’ ?

10. U Y THT I foregl e STITIRAIl 1 Ioci@ hIfT | 2
State any two requisites of a valid meeting.

T 11
PART II
37 9177 4 @ fabeg] @ra 3l & I 197 |

Answer any seven questions from this part.

11. hIouih fIatul i TERAT § Teh aTiueh T 94T hi SR dIR HIT | 4

With the help of imaginary details draft an agenda for an annual general

meeting.

12. 99T % YUY Tfd o el Sl Ieel@ HIT | 4
State the duties of a Secretary after the meeting.

13. S-A@ 91 BT 8 ? 3-HA U <hl UTRAT T FUH HITWT | 4
What is ‘e-mail’ ? Describe the process of sending e-mail.

14. ..U utsm. (EPABX) YUITell & ATHI <hl THEATST | 4
Explain the advantages of EPABX system.

15. HRTAT AR <l BRI T Ieai <hifau | 4

State the disadvantages of office mechanisation.

16. ‘TUeiT T BT @ ? MTYh PTG b [TT 3Heh Tohral &l ATl I Ioci@

HITST | 4
What is a ‘Laptop’ ? State its any two advantages for a modern office.
17.  SIhAER & fafie yehri i @89 § avgmsT | 4

Briefly explain the different types of indexing.
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18.  WISfon ohl foehgiehd JUMTGH o @Y T BT I G&Y H STy | ' 4
State briefly the advantages and disadvantages of decentralized system
of filing.

19. SAEGHIR U3 1 BId & ? SATIHTRIh I9-5998N o Hawd ohl THEATSY | 4
What are business letters ? Explain the importance of business
correspondence.

T 111
PART III

5T 97T 7 & fabeg g1 597 & F GorT |/

Answer any two questions from this part.

20. TIrrrt dur fuem o w1 for@ Sa € 2 wwEsv | 6

Why are letters of complaints and settlement written ? Explain.

21. QY RIS | 39 1 G0 & ? ATY RN o wew i q0sTsy | 6

What do you understand by telephone etiquette ? Explain the importance
of telephone etiquette.

22. S8 HS I 9Tl STk bl SFaET i shl UfshaT sl 99 T | 6

Describe the process of handling outward mails.
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