Marking Scheme 2018
HTATAT FRATAT g vy

Office Procedure and Practices
YT F:= 604

SUBJECT CODE 604

IFaTH 3% : 60

Maximum Marks : 60

General Instructions

I. The marking scheme carries only suggested value points for the answers.
These are only guidelines and do not constitute the complete answer. The
students can have their own expression and if the expression is correct, the

marks be awarded accordingly.

Il. As per orders of the Honourable Supreme Court, the candidates would
now be permitted to obtain photocopy of the Answer Book on request on
payment of the prescibed fee. All examiners /Head examiners are once
again reminded that they must ensure that evaluation is carried out strictly

as per value points for each answer as given in the Marking Scheme.

lll. All the Head Examiners/Examiners are instructed that while evaluating
the answer scripts, if the answer is found to be totally incorrect, the (x)

should be marked on the incorrect answer and awarded “0” marks.



PART I

I 1 FFOT GEAT & 3 T STt ared Tall Gaaetly hrdf ol Ueh @1 fasmer &
39eTst] e | (2)
I 2 TAwrh & #AMNT F e T Ugor
a) Ty o & grdsl &l Tk 31X T ol
b) foreTh FF 59 R ¥ AWM H 3TeraTm difer oy &1 T
gdell fhaRT e | (2)
3 3 37 caRT [hEl Heddlel a&d & 9T Fel § Tgol 3T AT
ATAT T ITecihedl T Tga=l § Teel fomal & o

&ITAYT STeh faHmET T &b | (2)
W 4 a) Brscl S A ITTeY HAel I IFaeT ,
b) faFdrR & rgfaer | (2)

IW 5 a) BISell g TAT Sl dcohlel gael H HETH
b) AMGHI T SAUR FFIUT 3T TTFAAT I A& SATThRT
3YeTs T | (2)
W 6 FRAET H FAAIRAT T FAFRIRIT & AT T A & THAT Hl
ifhd A& arer I | (2)
3 7 fOf@d dcelt T Heldel SEATdSil &l Secdelc & HACIH &
Jarteld fafer & effer A= | (2)

3 8
a) g7 H Fdr vy W v ofd §89 97 ger-Auey & A
SR& g1 ol 3re¥eT ganl e JHfaRed #Ad - Hoiges #d g3er
frar Srar &
b) AU AT T AT hdel TETET I TohdT g | (1,1)
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3R 9 TH H FEHIT & FFAW TEIA fhaT GIa yFa Fgenn & |
HHT A SEAT @ I Y el JEAT Hehed Fgelldl &l (2)
( Ae - 33 T RE ATeT F v e @ F FROT RgIfHEr f
frelt off oF 3T F T B W ot IF Rw and 1)
3@ 10
a) HRIGd J&de T HEFeT & EAER HAw
b) T H fow Iv AT A +ifcaa aarer | (2)
1T I

SHHETH ¥ el W 9T & o) A |
I 11
a) U3 IR HeT
b) st s/ ST A gt FET
c) TegH TEIT T gEARN
d) 93 @I dg X Towrh H e 3R &g e
e) 3% feahc e,
f) Srh AT LT | (4)

JaT 12

a) fafarsdaor |

b) fAdegaar ,

) HATAhIHRIOT |

d) ®ISell HT A 3Tl gl | (4)
( F§ 3T FE W )




I 13

a) FRAYUTT & YR 9T IIAT

b) @l g W@ WG &I AEd T 39T

c) 3fIReIdr § FEIIANT

d) sTdleTdH HERIOT

e) 3Tshdd 3T |

f) gaTcT FEAT | (4)
W 14

a) AT 9 HH & §Id

b) SRAAT H FAT |

c) faa=or |

d) I1fd & eeerdr

e) Fiaursias |

f) JHATTARIOT |

g) Td,

h) SSAGT W I,

i) SrAACdr # gefe | (4)

3T 15 DI Slel T Felol T FishdT
HfParesT IR, fAda@dgds Iaed , eaeqde Golell, Heal
Alc T , TFATST STTFd & ST HATeT |
Collplad ahiel ael chl fshaT
T eTfFd T HeqQl &I ShRl |, Ha LAY el
IRET T 3682 AAYGS FdleAT, Il el [Helel G &TAT ATl

4



(4)

3aY 16
a) JHTIRIe TN
b) ¥gscArT
c) fef@a garor,
d) 9cI&T §FIh hr HTGTehdl el | (4)
(P15 3=3)
IW 17 FrAd forea |, da1 caaiRe adt & fawr 7 ST aed Hite
eq for@r amr g7
fawar e
a) aEJ HT TISC TN,
b) e, e G g <AaIRkes eudl @ #HiT,
C) SAHAT HIATAT AfE 3TaeTS g,
d) 7ehe T IUR @G H d
e) HTdY AT T HAET I Hehd, (4)
(S HeT FTaTFH SATARRY 1)

3 18 e T fAfY THT T #7 3oold, THT Jolld HT HTH
3ECRT G T oATH g Yepfd, FHATT U 3ufEuUd de&ar &
hHdCY Fll, IUTEI HEEal T ol HEAT I0TYfd T 0=
& fow, grare g o= 7 AT s arell &1 sGRT [ 9eT fauet #
A STefel dTeil & SeThRT TTG 3Uelstl gl of, Hehoul &l quT
faaRoT, X 56 &I ¥ ol 3TEqET & FEAER | (4)




3 19 Jo5 F 3URYT @ AT e T TgAAH AT |
Yo & Juifers TaTelT & AT |, dow F fav v Aoy a@sh
TEEA T AN el & fav | (2,2)
AT I
39 AT H & fhedl & el & 3ax ATy -
3 20 a) JUulicHS FITehoT
b) T&ITcAS dIfTehoT
c) 3fa# 37 JoTel
d) g1 T T&IcHS FIhior
¢) FAVAITAR et
f) sftanferd gaffeor
g) FHAIATAR TeAfed
A & et &t veafaal &1 anr gifer afga RQawor ) (33)

3W 21 FUA AAqed [ FHAT , HEA U FREFASAA H gUR, qBd
ardrerer ¥ "9, e v, wanfa 7 gefer | (6)
IW 22
a) G - HfOhd &l @ qgar i Al , Fag, Turer qur
Ry St arer St S fAfEd g |
b) FRFET - do # Y I arel FAT T FHAIGY FT |
C) TYIA- FHT AT FHIIATE I FS FAY AT HARTIT el &
foT Qepar a1 TAFAT AT | (2,2,2)



