EE
[0

SET-4

Series EABA€ B RRERIE
Q.P. Code 348
e 4. wlienell e HI8 hl IT-YEdRT

Roll No. HE-98 W a9 foie |

Candidates must write the Q.P. Code on
the title page of the answer-book.

Wf Sehze Sedof Seie e Seoe e Delil Se Selol Sebie Selol Seioe Send Sebob e Seiod Seloe Seiod Selte Sheih Seliy ey Selzf Send Seid el Seid Selte e Delil Ser e

o U SAH A fob 30 WATA H Hlgd g8 7 7 |

o YT H Tfed g1 i AR T T 794-97 i i liemell IT-giwrent % J@-I8 W
o |

o FUI AT B A foh 30 IH-TAH 25 9% § |

o FHUIAT U HT IW TTE@AT IJ[E HH | Uged, ITW-Yeaehl § T T AT a9
ford |

o 3T TH-UA I UG o faiw 15 T o1 om foam won B | Ao w1 o gatE |
10.15 1 fopam ST@ | 10.15 S § 10.30 S doh S had IH-IF il Tl R
30 TG & N d IR-YFeh! W g I T8 foram |

e Please check that this question paper contains 7 printed pages.

e Q.P. Code 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 25 questions.

e Please write down the serial number of the question in the
answer-book 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.

sk

etz Sedb S ely ook Jelok Sevf Sedf Seiie S edp Sedow peok Sed-c el Sedp Yot Sedd Sep-c S el 3 edrs
i?%ﬁﬁ%vﬁ%vw%ﬁ?%ﬁﬁ%vﬁ%vw%ﬁx%ﬁx%vﬁ%W%@y?% W%WR%Y&R%Y?R%@R%WR%WRQ

pE S eios pelnt Seloe ek Selze genb velah et Seink vl gelof Sebap ent Selob yend pelob Sefno velod Seloy Set yeloy e Selnd Sery pelol peln Selad Seloe Senzt Selod Do e

T o7t STgharTe e 37 . mm

OFFICE PROCEDURES & PRACTICES

[m]

ﬁaﬁ?ﬁw:zé gug STfeHaTH 37% : 30
Time allowed : Ié hours Maximum Marks : 30

348 Page 1 P.T.O.




T (3G9 :

(i)  PHYIT 14597 F <AGES 16T |
(ii)  ¥E F¥7-YA a7 GUS] § [q9Tford &, 79iq @WUE A, WIS B 37K @UEC |

(iii) TWIZA— 5 bl 1 8 3K 598 TSI FII7 W6 J97 & |
(¥) o7 TGC&IT1 T4 TF T 3% & 97 & | 18] a4 Fe41 & I 17 |
(@) ¥o7 G&IT5 3K 6 3t 37H 3 o7 3 | 31 Ueah J97 &7 3T e |
(iv) TWUEB- 17 37%] #1 8 37K 3G9 1399 3797 F19reT W 16 I57 & |
(F) ¥ G&IT7 @ 18 7% Uk 37 & Yo7 & | 18] qiel 3971 & I 1977 |
(@) ¥97 &7 14 @ 18 % F1 371 & I57 & | 81 a4 Fo1 & 3K o |
() 597 G719 8 22 7 T %] & 97 & | a7 @t 3941 & FoK o |
(v)  @UEC -8 3P & & HN 5G4 3 T=ar-3menika 597 3 |
v G 28 @ 25 T AR H & 97 & | 1881 g1 Fo1 & IR i |
(vi)  GarIT Gvel § 157 7T 173531 & AR Hirg /|

(vii) SEIT 3H] BT IFE Jcdh GUS/TI7 & GIH7 1697 71 & |

s A

(TSR hiered) (5 1)
13T 7T 4 771 7 & faba] 3 Fo] & I GIT | 3x1=3
1. ITAsflel S&TaT shl GRS €Y | 1
2. ITHHAAl % S H FHAST | 1

3. M gHfYad al 8 foh AhH 3R SARA s o 07T 9afeor s gha qard
SR feRaT ST ? 1
4. U g=3F T4l Sl HH HH b IR Tl & AW FATST | 1
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General Instructions :

(i) Please read the instructions carefully.

(it)  This question paper is divided into three sections, viz. — Section A,
Section B and Section C.

(iti) Section A is of 5 marks and has 6 questions on Employability Skills.

(a)  Questions number 1 to 4 are one mark questions. Attempt any
three questions.

(b)  Questions number 5 and 6 are two marks questions. Attempt any
one question.

(iv) Section B is of 17 marks and has 16 questions on Subject Specific Skills.

(a)  Questions number 7 to 13 are one mark questions. Attempt any
five questions.

(b)  Questions number 14 to 18 are two marks questions. Attempt any
three questions.

(c) Questions number 19 to 22 are three marks questions. Attempt any
two questions.

(v)  Section C is of 8 marks and has 3 Competency-Based Questions.

Questions number 23 to 25 are four marks questions. Attempt any
two questions.

(vi) Do as per the instructions given in the respective sections.

(vii) Marks allotted are mentioned against each section/question.

SECTION A
(Employability Skills) (3+2=5 marks)
Answer any 3 questions out of the given 4 questions. 3x1=3
1. Define Entrepreneurial competencies. 1
2, Explain Fear of Failure. 1
3. Who ensures that environment friendly material is used to build houses
and buildings ? 1
4, Name four ways to reduce Green House Gases. 1
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13T 1T 2 Fe1 § & 51 1 597 7 I G0197T | 1x2=2
5.  Tafre qen wmoq-ame dei & STaeh! w1 AN B 2 2
6. Hadd I % 4 R UMY | 2
Qus B

(o= ferfre wivrer) (5+6+6=17 37e)
137 77 7 3771 7 & (571 5 F9791 & I FT | 5x1=5
7.  Tchod W T T THIAA B ? 1
8. I 1 T AL B ? 1
9.  3-fehe I Tuzm | 1
10. UNEE 1 Hed T 149 HiH-A1 8 ? 1
11. 39 Uaid i a1 8 ? 1
12. feure g9 o BraT B 2 1
13. Hrafy ST Sl THEAST | 1
13T 1T 5 771 4 & fbea1 8 Fel & IR 1T | 3x2=6
14. O HISHAT T R A 7 ? 2
15. 3% o Y&H I GHATST | 2
16. ST 1 A SR ITAN FARY | 2
17. & IET % His g A9 FAsC | 2
18. 3.91.Ud. %I 99T | 2
13T 1T 4 5971 7 G fob57 2 Fo71 & IR 97 | 2x3=6
19. S3%h AIVA ST F1 HE@Ol 8l & ? g Ha HRY FadTsy | 3
20. I o fafS Aol S s | 3
21. foew 91 & e we =afck ot for daet g&dTasil bl SATearehdr Bidl 2 2 3
22. ol gRI YgH sl T JTelt Sig diF AHT GTd FHRT | 3
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Answer any 1 question out of the given 2 questions. I1x2=2
5. What do you mean by Specific and Measurable Goals ? 2
6. Explain the 4 R’s of Sustainable Development. 2
SECTION B

(Subject Specific Skills) (5+6+6=17 marks)
Answer any 5 questions out of the given 7 questions. 5x1=5
7. What do you understand by the term Resolution ? 1
8. What is the meaning of Agenda ? 1
9. Explain E-ticket. 1
10. Which is the cheapest mode of transport ? 1
11. Whois a travel agent ? 1
12. What is a demand draft ? 1
13. Explain fixed deposits. 1
Answer any 3 questions out of the given 5 questions. 3Ix2=6
14. What is meant by Web Conferencing ? 2
15. Explain Minutes of a Meeting. 2
16. Explain the meaning and purpose of a Visa. 2
17. Give any two advantages of rail travel. 2
18. Explain ECS. 2
Answer any 2 questions out of the given 4 questions. 2x3=6
19. Why is it important to conduct a meeting ? Give any six reasons. 3
20. Explain the different modes of travel. 3
21. What travel documents will a person need when going abroad ? 3
22. Explain any three common facilities provided by banks. 3
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Qus C
(TrraT-3meTiE v ) (2x4=8 37TeR)
13T 79 8 3991 7 @ f-81 2 yo1 & I v |
23. ABC fdfiee 3 1 SHa, 2022 il U@ Y R 8 | Skl Ugcll Gdieieh
A hi oo Sl fob 15 e, 2022 I I: 10 6 LA & THHTH H&
BT 8, 39oh OTQ ST AT HRIF 1 THAT ST | 4

24, TIEqh TS, % [Cgl o HETEY® &l Ugsh o Ue qag hl AT i
2 | 3 AfIa BW & A1d, 3Rl I H1 IRYHO (IATEHE) IR hifTe S
I 94 35 T I 7 | 4

25. ST SfhT o HIEIH @ o gEdTaur <1 fsranfafyr gwemsu | 4
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SECTION C
(Competency-Based Questions) (2x4=8 Marks)

Answer any 2 questions out of the given 3 questions.

23. ABC Limited has started business on 1% January, 2022. Draft a Notice
and Agenda for the first Board Meeting to be held at 10 a.m. on
154 g anuary, 2022 in the Conference room of the Head Office. 4

24. The General Manager of Swastik Enterprises, New Delhi has to go to
Mumbai in order to meet a client. As his Secretary, prepare his itinerary
to be handed over to him before his departure on tour. 4

25. Explain the procedure of transferring funds through Internet banking. 4
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