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

¢ 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.

¢ 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 :

194

(i)

(ii)

(iii)

-1

PART -1
Gehed HIHRT AR 7 2
What is meant by ‘resolution’ ?
YT < foTu Torgfd 7 8 o TfoTm 1 Ieorg HifT | 2
State the consequences of non-availability of quorum for a meeting.
AT T3 T ISiehd O H 37 o %15 Gl [ ST | 2
Give any two points of distinction between an ordinary letter and a registered letter.
HIE I3 TS T gRT U o oY Sd15y | 2
State the advantages of sending a letter by Speed Post.
Y IS 5 e i ek forw erg 31 it ot 3wl femer ST 2 | 2
Give any two purposes for which a sorting table is used.
TS BIETOT o1 1 37 & 7 2

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

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

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

What is meant by vertical filing ?
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11.
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16.
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ST ek e ohT 319 EfU |

Give the meaning of electronic communication.

THATS T ToR@- o I3 o ool hifag |

State the purpose of writing letters of enquiry.

Hifgeh TR 7T fTRad F=R § 311 o 15 G foig ST |

Give any two points of distinction between oral communication and written
communication.

SThER CTTeRT o fehegl G ITANT <1 Seoig I |

State any two uses of post office guide.

- 11
PART -1I

3G T H § Tohgl GTa Y1 o IR ST |

Answer any Seven questions from this part.

HATE AR o SATHI Sl THEATST |

Explain the advantages of office mechanization.

AR Fefrent 1 ST @ < Uikt w1 gula hifs |

Describe the procedure of using telephone directory.

T SRR 3l STSHATTRIS h! THSTST |

Explain the various types of indices.

ShsTehd TATER 31 &1 379 8 ? Shrthd qT fohrsiohd ShiITerd TaT=IR H 3T hIfTT |

What is meant by centralization of correspondence ? Distinguish between
centralization and decentralization of office correspondence.

QU Tl <hl BTE i T 31, 35k 1Y F T3] bl a9Emsy |

Explain the meaning, advantages and limitations of weeding out of old records.

HIATAE AT 1 T HId TAI S H T T Tl HIhI ol U hIfo |

Describe the factors that should be considered while selecting office machines.
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Ueh SATTETIIh T3 shl HEHT 1 90 I |

Describe the structure of a business letter.

ST e ToraTuTi <hl TR & Teh |1 o fo7Q T (Afe) R i |

Prepare a notice for a meeting with the help of imaginary details.

Teh JY AT 61 ST bl T |

Explain the requisites of a valid meeting.

I - 11
PART - III
3G 9T H § Tohegl & I3 o IR ST |

Answer any two questions from this part.

Teh G o foTu gfua g bt S arel) danfa =1 auig hifse |

Describe the preparations to be made by a secretary for a meeting.

HTITT GYGUT & 37 G g hl THEATSU |

Explain the meaning and importance of office communication.

STTH STeh o1 SHIEAT hi hl HRIATE! & T ] FATST |

Give the steps in handling inward mail.
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