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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.
¢ 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 :

(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.

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

" -1
PART -1
1. ‘Hhcy HETAAE ? 2
What is meant by ‘resolution’ ?
2. |91 foTu gl F B o oI T Jeord Shif | 2

State the consequences of non-availability of quorum for a meeting.

3. | O TUT USiehd U5 1 3 o 1S Gl (6 SIT | 2

Give any two points of distinction between an ordinary letter and a registered letter.

4, IS U e I g WS & 1Y §dTsY | 2

State the advantages of sending a letter by Speed Post.

5. B hE Q33 Ao foreh foTu ©ers <Y At o1 Su fpan S | 2

Give any two purposes for which a sorting table is used.

6. WSl BETTHIFTIATZ ? 2

What is meant by vertical filing ?
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TG eh T 1 37 T | 2

Give the meaning of electronic communication.

TSATES U3 foR@ o g9 1 Iood hIfT | 2

State the purpose of writing letters of enquiry.

Hifges TR qe foTfigd = # 3= % 15 g1 f6=g ST | 2

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

TheR SRRt & fohgl <1 STAWT 1 Ioorg hHIfT | 2

State any two uses of post office guide.

WAt - 11
PART - II
59 W H § gl |1 SRHAT o I T |

Answer any Seven questions from this part.

AT HIRT0T o 1T <l THEATST | 4

Explain the advantages of office mechanization.

AT TERTenT ST SURT S <ht TTshaT ol 9UiF ShifT | 4

Describe the procedure of using telephone directory.

fafir=r wepr 1 STIFATTRIS =l THAST | 4

Explain the various types of indices.

1o TEATAR 1 F1 319 & ? hriihd a1 [kt HRITAT AR H 3R HIT | 4
What is meant by centralization of correspondence ? Distinguish between
centralization and decentralization of office correspondence.

QU i@l hl BTg i 1 31, ITeh o T 13T I THITIT | 4
Explain the meaning, advantages and limitations of weeding out of old records.

AT AT 3T < Thid THY LM H T T dTel SR 1 JUM I | 4

Describe the factors that should be considered while selecting office machines.
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Teh SHTGHTRIeh 31 shl BLEHT <h1 90 ShifTg |

Describe the structure of a business letter.

ST (eh foaTuT ! TEmIdr & Tsh 99T o foTe g (Afed) aam hifr |

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

Teh 9% T <hl STETIHATHAT bl THSTST |

Explain the requisites of a valid meeting.

HIT - I
PART - III
39 9T H & fopegl Q ol & I AT |

Answer any two questions from this part.

Teh 91 o foqu afaa g bl ST areft S w1 gl hifs |

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

HIATT YT & 378 AT HEd ! GHATST |

Explain the meaning and importance of office communication.

SNTH STeh 1 SHIEAT hid hl HRIATE! o =N ! §aT3T |

Give the steps in handling inward mail.
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