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

e (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.

o Please check that this question paper contains 22 questions.

e Please write down the Serial Number of the question before attempting it.

e |5 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.

HAT -1
PART -1
. ‘Ohcd HIFNTAAE 7 2
What 1s meant by ‘resolution” ?
2. GYTh [T T[4 g+ o TIOTH] eh1 IceT@ hHIT | 2

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

3. HHT UF AT Ysiiehd 93 H 3T o g G foi=g qIiwd | 2

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

4. bl I TS U GRI WS o AATH FdTsT | 2
State the advantages of sending a letter by Speed Post.

5.  UH SISl 3¢ ST oieh ToTu ©eTs <6l 51 ohT1 39T fohan ATaT 2 | 2

Give any two purposes for which a sorting table 1s used.

6. TSI BTSN hT R A S 7 2

What 1s meant by vertical filing ?

194 2

collegedunia:

India’s largest Student Review Platform




7. SoAagieh HER i 31 i | 2

Give the meaning of electronic communication.

8.  UBATS U ToTeH o Ig3d hl Ioai@ iV | 2
State the purpose of writing letters of enquiry.

9. HiRgeh F=R qeT feftgd HaR § 31 o 18 & foig T | 2
Give any two points of distinction between oral communication and written
communication.

10. STha HciSTehT o fohral e YA hT Sooid <hilwU | g

State any two uses of post office guide.

T - 11
PART - II
39 YT H I Toheal 9Td J991 o I ST |

Answer any Seven questions from this part.

11. ST T HIhL0T S ST 1 THEST | 4

Explain the advantages ot office mechanization.

12. ATHM HESTERT 1 IUART T hl JTehaT b1 FUH hIfoTT | 4

Describe the procedure of using telephone directory.

13. Teri¥%— YehR bl JTAHHIUIRTSAT Shl THFATST | 4

Explain the various types ot indices.

14. hraichd TATAR h1 RIT AL @ ? Shralehd a2 Tofehrgalshd ST TATER H 3T ShiTT | 4

What 1s meant by centralization of correspondence ? Distinguish between
centralization and decentralization ot oftice correspondence.

15. YU Yoi@l ohl BETg hid ol Y, 3Hh 1Y I HIHI3 i THSTST | 4

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

16. HIEATAT HHT T A9 hid THI LI H T AT Tl ShIehl &1 IUH hiTaU | 4

Describe the factors that should be considered while selecting office machines.
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17.

18.

19.

20).

21.

22.
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Teh SHATIHTRIh T shl GGHT &1 IUM hiIToTU |

Describe the structure of a business letter.

eI+ TauTl S TERIAT H Teh T b ToTT AT (F1fed) IR il |

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

Teh Y T hl ATATAH AT i THSATST |

Explain the requisites of a valid meeting.

q1T - 111
PART - 111

39 YT H © Tohegl gf 91 o 3T GIMT |

Answer any two questions from this part.

e ] 35 Fen e 2T <6 T ATt St 3 av i

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

HITAT TYYUT b 37 AT Hawd h] GHETSU |

Explain the meaning and importance of office communication.

3ATTH ST chl SAGEAT B 6l HRIATE! o W i Sd18T |

Give the steps in handling inward mail.
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