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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.

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 :

(1) Questions number 1 to 10 are short answer type questions carrying
two marks each. Answers to these questions should not exceed 30 words
each.

(it)  Answer any seven questions from questions number 11 to 19. These are of
four marks each. Answers to these questions should not exceed 70 words
each.

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

T I
PART 1
1. IR S o1 I 31 7 ? 2
What is meant by ‘Post Box’ ?
2.  T% Holhll o foheal e ATl Tl Iocid I | 2

State any two advantages of centralisation of mail.

3. ‘A I Hre 1 31 AU | 2
Give the meaning of a ‘Business Reply Card’.

4.  ‘wEfar o e g B 2 2

What is meant by ‘Filing’ ?

5.  Uohg T & foredl & ATHI ol ol ity | 2
State any two advantages of a ‘Cash Register’.

6. o HFM AR ? 2
What is meant by ‘Fax’ ?

7.  ‘Hifges g9’ @ o1d i | 2

Give the meaning of ‘Oral Communication’.
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8.  IWIBM HQRI o AIC S o HE o [hwal &l 6Tl I Ioaid hIIT |

State any two points of importance of noting of telephone messages.
9. ‘furies wa’ o1 w1 A 7 ?

What is meant by ‘Casting Vote’ ?
10. U Y THT <hl Tohegl al STEaIHATS ol Sccil@ hitoy |

State any two requisites of a valid meeting.

T 11
PART II

57 9777 7 @ fabeg] @1 3] & I 197 |

Answer any seven questions from this part.

11.

12.

13.

14.

15.

16.

17.
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SHIed-eh TaTull i TEEA | Teh aTfteh HTHIT THT i HRIGE! IR HINT |

With the help of imaginary details draft an agenda for an annual general
meeting.

[T o 9Tq Al o il Sl ech@ i |

State the duties of a Secretary after the meeting.

A T BT 2 ? §HA WS 1 AlSHAT 1 I0H HINT |

What is ‘e-mail’ ? Describe the process of sending e-mail.

3.0 s .ted. (EPABX) JUTTelt & I ! THSTST |
Explain the advantages of EPABX system.

HTE TR I g1 &1 Soaiw hifvg |

State the disadvantages of office mechanisation.

AU FAT BT g ? MYHF IR & U 3ok fohedl @ ol w1 Seai@
I |

What is a ‘Laptop’ ? State its any two advantages for a modern office.

rgshufvreRT & fafie wehRl =l @&T § THETsT |
Briefly explain the different types of indexing.
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18.  WISfo ohl foehgiehd UGl o @H T BT I T&T H STy | 4
State briefly the advantages and disadvantages of decentralized system
of filing.

19. SAEHIR 9 F1 Eld & ? SATTHIIh JA-SATER o Hgwd Sl q0zsy | 4
What are business letters ? Explain the importance of business
correspondence.

T 111
PART III

3T 97T 7 @ fabeg? g1 ol & FH GorT |

Answer any two questions from this part.

20. Tereprrt qen fuem v w1 forg S 8 2 THEsT | 6

Why are letters of complaints and settlement written ? Explain.

21. QY RISCER | A9 1 FHA & ? ATY RICER o Wew sl qWETsy | 6

What do you understand by telephone etiquette ? Explain the importance
of telephone etiquette.

22, S8 S I 9Tl STeh hl SHET i shl UfhaT sl 99 hHIfT | 6

Describe the process of handling outward mails.

194 4 2,100


https://www.prepp.in

