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e Please check that this question paper contains 8 printed pages.

e (Code number given on the right hand side of the question paper should be
written on-thetitle page of the answer-book by the candidate.

e Please check that this question paper contains 33 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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General Instructions :
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SECTION A

Answer any ten questions from questions no. 1 to 12. These are multiple
choice questions. carrying one mark each and you have to choose the
correct answer out of the given alternatives.

Answer any five questions from questions no. 13 to 19. These are very
short answer type questions carrying two marks each. Answer to these
should not exceed 30 words each.

Answer any five questions from questions no. 20 to 26. These are short
answer type questions carrying three marks each. Answer to these should
not exceed 70 words each.

SECTION B

Answer any five questions from questions no. 27 to 33. These are long
answer type questions carrying five marks each. Answer to these should
not exceed 150 words each.
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SECTION A
[HETITRGT 4 & fahegl & J971 & IR GIioiT | 1x10=10
Answer any ten of the following questions.
1. U S |fe & e 39! T 3= FHT 3TEaWISh 7 |
(%) G e (@) =
()  SFIEr CIBRICHIE]
For a private secretary it 1s necessary to be a good
(a)  listener (b)  trader
(c) businessman (d)  sportsperson
2. YR T I YT foIdd dIR HLA T qTIca HI BT |
(%) @UTA (@) <EuTd HEeh
() S giE CIEINES
Preparing the travelling allowance bill of the executive 1s the
responsibility of
(a)  Accountant (b)  Account Assistant
(c) Private Secretary (d) Driver
3. Ui <l [THI% % ITTER HISAT Ty |
(F) ThR (@) o
(M) W (F) AT
Letters should be folded according to the of the envelope.
(a)  Type (b)  Category
(c) Colour (d)  Size
4. S 1 faauo o TEETE i Af~H =07 EaT 2 |

(h) ST STh
(@) 3T Sh
() AU ST

(F) 39w af

Distribution of the mail 1s the last step in the handling of
(a)  Outward mail
(b) Inward mail

(c) Inter-departmental mail
(d)  All of the above
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5.  GYT % GYid g0 SUS I digd o U o =™ gdeM Ade

HEATT & |
() w@EYrEl 9 fear gan (fommes) (@) iR
() &M ()  gidEe
The vote cast by the Chairman of the meeting to break the tie 1s known
as vote.
(a)  Deliberative (b)  Casting
(c) Voice (d)  Proxy
6. T U hi IHIHAT Th FEUEIRSICIRC I
(%) Tz (@) Ul o &I AR AT
() ol gidg CIE:LILI
Every meeting must be presided over by a .
(a)  Director (b)  CEO of the company
(c) Company Secretary (d)  Chairman
7. Tagm d 9mn & foQ T BiaT 2 |
(%) SNYUR (@) 9
(1) . WAl YE=H-I= (o) grfent <rse™
1S necessary to travel abroad.
(a) = Aadhar (b)  Passport
(c) Voteradentity card (d)  Driving licence
8. I8 YOI@ NEH I o1 Toalor 9 AT 41 T3 Bl B, HEAT & |
(%) Jdd TES (@) JIm=msha
()  YmEare CIBRIEIRICIEE]
A document 1n which details and plans for a journey are given, 1s called
(a)  Travel Guide (b)  Itinerary
(c) Passport (d)  Travel Map
9.  TohEl YohLUT o 3MYR WX hl T8 HISIcTT ol HISelT had & |
(%) wier (@) SUgER
()  Toav= (F) HE=ITHS
Filing on the basis of some topic is called filing.
(a)  geographical (b)  alphabetical
(c) subject (d) numerical
194 4
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11.

12.
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Joi@ W Afhd iy & AR Yoi@i, JItadi qo1 3= GTasll o AN ol
HEd @ |

) ToST BIgie

)  TETHS BISICAT

) AUITER BISTeHT

) HIcTshiHh BISOTT

means organising documents, receipts and other records
using the date on the document.

(a)  Subject filing
(b)  Numerical filing

(c) Alphabetical filing
(d)  Chronological filing

dh Afufaery i feafd ¥ @rar 9nie 6l 99 g Y Tl 8 |

(h) HM

(@) S

() T qr 9" TR T & S|l

(&) =1t = =S

In case of bank overdraft the pass book of the account holder shows

o 43 @

balance.
(a) Debit
(b) Credit

(c) Neither debit nor credit
(d) Either debit or credit

Qrd H, 9T syt ff SET h S Gehdl g Ui-q e hl T 7

Tohell B |

() =]

(@) Adigsh

() &=d

CIREEICK|

In account, money can be deposited at any time but
withdrawals may be limited.

(a)  Current

(b)  Fixed deposit

(c) Savings

(d)  Recurring
T
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fabegl aier 3941 & 3 FI197T | 2x5=10

Answer any five questions.

13. Tohral IR THY 3TYeTYT oh hIehl shl FAl SHIST |

List any four time wasters.

14,  3TIEY IS hT T Y 7 ?
What 1s meant by horizontal filing ?

15. ‘I IET hI €9 H FHAET |
Briefly explain ‘Rail Travel'.

16. I USC bl T34 ohid THY &9 U W W o1 foheal @ Siehl o1 3g@
1Y |

State any two factors that should be kept in mind while selecting a travel

agent.

17. SRt 9137l T &7 37 2 2

What 1s meant by banking services ?

18.  ‘3TATEH ST b1 Y U |

Give the meaning of ‘Online banking’.

19. <% 1 FT AY & ?
What 1s meant by a cheque ?
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fabegl aier 3941 & 3 FI197T | 3x5=15

Answer any five questions.

20. Afhcd (I o TTU fehrgl ®: JRAAT o AT ST |

Suggest any six tips for personality development.

21. ‘Tfig Ui’ @l &Y H FHATST |
Briefly explain ‘Speed Post’.

22.  ITISHHTRT  HEw o fohral diF g3l ol THITIY |

Explain any three points of importance of indexing.

23. |V I FrigE w1 F qd B 2 et Rl =W wdl o1 sgm i N
HIAL H HiFHfeTd foha1 STHT =MRT |

What 1s meant by ‘agenda’ of a meeting ? State any four items that

should be included in the agenda.

24, I HGEYT HH 7] Tohral ©: G J&ehl YT A1 o 31T QIdl <hl
R

List any six reference books or other sources of information for making

travel arrangements.

25. Sfd IS qUT shige His T ald & ?
What are Debit Cards and Credit Cards ?

26. < o TSN HI =T 7Y 3 ?

What 1s meant by ‘dishonour of a cheque’ ?
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SECTION B

39 @US § & fabegl gier 3941 & 3w 2w | 5x5=25

Answer any five questions from this section.

27,

28.

29.

30.

31.

32.

33.
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“Top TS Tfaa &l Gy Il § T 8HT 9180 | GHEEU |

“A private secretary must be up-to-date in secretarial skills.” Explain.

“S¢ IIET H &l S hl AT TcAHeh BIdl 8, SIeh ohl STheR AR I
ITed i <l fo9iy sgaeard hi A1t 8 17 34 SIaEAT3 hl HHATST |

“In big businesses where the quantum of mail i1s too much, special
arrangements are made for receiving the mail from the post office
authorities.” Explain these arrangements.

QU GEATASAT ol A5 AT AT ATETID & 2

Why 1s it necessary to destroy old records ?

TN b I8 BISIAT o Had hl THASY |

Explain the importance of filing for an office.

“Trsit wfea =1 I8 hdey 3 o6 99T 9 9aitd ™ § 3794 AfRRl hl T8
L |7 39 HYH b YN H 99T § Yd TSl Fiwia o hdsdl bl 9dmsy |

“It 1s the duty of the private secretary to assist his/her executive in the

performance of secretarial work relating to the meeting.” In the light of
this statement, state the duties of a private secretary before the meeting.

3 IAYHR  TU ITh! Teoell JEITET | 20T deh 6l g1 faeia I =
foTU Weh Shledi-eh ATHTHA dAR HITT |

Draft an 1imaginary itinerary for your executive for a trip of two days
from the headquarters at Delhi to Hyderabad.

Sk § =Te] @Al Wid- hl TishaT sl FHATST |

Explain the procedure of opening a current account with the bank.
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