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e Please check that this question paper contains 20 questions.
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OFFICE PROCEDURE AND PRACTICES

HTATd UiHAT Ta ugfaat

Time allowed : 3 hours | [ Maximum marks : 60
freffeer @ : 3 592 [siférera 37 : 60

General Instructions :

(i)  Question Nos. 1 to 10 are short answer type questions carrying two marks each.
Answers to these questions should not exceed 40 words each.

(i) Questions 11 to 16 are of 3 marks each and Q. No. 17 is of 4 marks. Answers to
these questions should be from 80 to 100 words each.

(iii) Questions from 18 fo 20 are of six marks each. Answers to these questions should be
from 150 to 200 words each.
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g7 e |
1. What is the importance of mail for an office ? 2
Teh AT o foIT STeh ol T Hewe & 7
2. What is the use of post office guide to a business house ? 2

T AN e % [T e TgiRTehT 1 1 Sugi ¢ ?

3. Explain in brief the meaning of a good filing system in an office. 2

TeF T | Ueh 37e0! EIeiel’] YUITel! o1 319 G&i9 § 993Ed |

4.  What is meant by weeding of old records ? 2
R ANToRET Y HeTe T HT 3T FAT R ?

5. WhatisC.C.T.V.? 2
A R ?

6.  Give any four advantages of mechanisation of an office. 2
T SHRITETE % JEIeh0T o g R o Seed |

7.  State any four needs of communication in an office. 2

Tsh HATE o fI TGE ! g IR a9 S |

8.  Explain in brief the advantages of Electronic Communication. 2
TR GGE 3 AT bl WY § HEd |

9.  What is casting vote ? 2
foTrares W wn T § 2
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10.  Give any two reasons on account of which the meeting of a company is adjourned. 2

T T FROT FA1ZY FT0 Tk sHeal st T STl Y & ST € |

11. “Time recorder is a watch dog of a business house.” Explain. 3

AT S U AN T 1 TFaTell @ € 17 GHsned |

12. “Duplicator and a photocopier both serve the same purpose.” Do you agree ? Give
reasons for your answer. 3

AU (gfeTohe) e wizietdt Heie ST U & 329 ol T & | ST oY WEHa € 7 310
IR F 0 FROT Iy |

13.  Explain the duties of a secretary when a meeting is over. 3
TS Tl GHIT T T |ieal & FHoed qaensd |
14.  What is a meeting ? What are the requisites of a valid meeting ? 3

THT T & 2 Ueh 4 G Sl T HETIFHAY & 7

15. Explain in brief the telephone etiquettes. 3
TR Rererar A weid F wHeed |

16. What is internet ? Explain its importance. 3
FUHE T § 7 THH! Hewd qHIATEY |

17. Explain in brief the different parts of a business letter. 4

T SEuTges U o fafir it = 9ey § gy |

18. Write a letter to M/s. Madan Kumar and Sons of Agra asking them to pay
¥ 3,00,000 within a week for the goods purchased by them during the last month on
seven days credit. ‘ 6
I AT FUR TS T SRT a6 i U 97 ffian i & € 3,00,000 1 STH T €98 6
T R S I ST T IE FovTeT H1E Wi & 9 SUR W 564 fomar o |
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19.

20.
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Give any three advantages and three disadvantages of Card Index.
OR
Explain any three merits and three demerits of a centralised filing.

FIE STIFHAMTRT & g T 7T T e o I LT |

qHYgar

iR ThIEfoTT 3 SIS i T[0T YT SIS i S THEEY |

Explain the following :
(i)  Speed Post
(i1) - Franking Machine
(iif) Inward Dak

OR

Differentiate between centralization and decentralization of office correspondence in
an office. '

frfafed w wfra foot fafe :
() wsde
(i) KT geie
(iii) 3mT T
YT

Teh AT W S T T o T SaeR | 3THg iy |




