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Please check that this question paper contains 5 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.

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.

(i1) Answer any seven questions from 11 to 19. These are of four marks each. Answers

to these questions should not exceed 70 words each.

(iit) Answer any two questions from 20 to 22. These are of six marks each. Answers to

these questions should not exceed 150 words each.
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HOT - I
PART -1
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State the meaning of decentralisation of correspondence work.
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What is the difference between an Ordinary and Registered letter ?

T TS RIS Yoet o <1 707 Sared |

State two qualities of a good filing system.

A el &1 e wT i STavaE | 2

What is the need of weeding out old records ?

HEAS. 8?2
What is C.C.T.V. ?

qahg TR F1 82
What is Cash Register ?

fafgd td Hifges guUwT # =<1 oared |

State the difference between written and oral communication.

T G | Ader i 91 fafai sdEe|

Give two methods of voting in a meeting.

Hehog 7§ ?

What is a Resolution ?
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10. ‘THulaes #a' &1 ®a AEvIHal TSdl ¢ 2 2

When does the need of ‘Casting Vote’ arise ?

HOT - 11
PART - II

11. < enyfask weiEl &1 AW fafed o sl F Wi A am S g S 8 4
Teh 1 HEYUTC! TS ATHl hl HAART |

Write names of two modern machines which are used in offices. Explain the

working and advantages of one of them.

12. ol w3 o1 9@ 0 99a e oal W fa=m & =ifE ? 4

What factors should be considered while selecting a machine ?

13. 99 & g o Gioed wEl i g SE | 4

Prepare a list of the secretarial work before the commencement of a meeting.

14. Tk 9Y G9T I SETRANE od12d | 4

Give the essentials of a valid meeting.
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What do you mean by alphabetical classification of files ? State two merits

and two demerits of this system.

16. ‘'SR’ & Y &R | 4

Give the advantages of ‘Internet’.

17. T G i SR T7E | 4

Prepare an agenda for a meeting.
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Explain any four parts of a business letter.

19. STHAMERT & IR A9 o | 4

State four advantages of an Index.

HIT - 111
PART - II1

20. TH 3T=8 AGHNIS TF & 0 hl T KIS | 6

Explain the qualities of a good business letter.

21. Wifgs wd fafgd T & S-S WYEl T IS | 6

Explain two means each of oral and written communication.

22, Tr=fafed & 4 f=<l w) *l qwEmEd 6
G U= S99
(i) wfHd 9=
(iii) e
(iv) dR<d Gfefthehe
(v) TafsHg semEt w1
(vi) TE U=

Explain any four of the following :

(1) Post Box

(1) Insured Letter

(1) Fax

@iv) Postal Certificate

(v) Business Reply Card
(vi) Speed Post
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