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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

® Please check that this question paper contains 20 questions.
¢ Please write down the Serial Number of the question before attempting it.

* 15 minutes time has been allotted to read this question paper. The question paper will be
distributed at 10.15 am. From 10.15 am. 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)  All questions are compulsory.
(ii) Marks for questions are indicated against each of them.

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

(iv) Question numbers 11 to 16 are of three marks each and question number 17 is of
four marks. Answers to these questions should be from 80 to 100 words each.

(v) Question numbers from 18 to 20 are of six marks each. Answers to these questions
should be from 150 to 200 words each.

1. U TS A 1% o 1 IUET & € 2 2
What is the use of a rack in a post office ?

2. WS O W A 8 ? 2
What is meant by speed post ?

3. U HEE T 30 SR Wl & IS IR @ S | 2
Give any four advantages of good filing system in an office.

4. ST 4 € 2 TE IS & 39ET Fard | 2
What is indexing ? State its two uses.

5. e FETT o = 3 § 2 2
What is meant by Office Mechanization ?

6. g e & Fi§ wR oA vl | s
Write any four advantages of Cash Register.

7. TENU % Hewd % His 9K fag qared | ; 2
Give any four points of importance of Communication.

8. eiimmhg ¥ & 7 wueEd | 2
What is Teleconference ? Explain.

9. TN | =T A B € ? -
What is meant by Quorum ? ' :
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10. U W1 WA 1 1 3 B ¥ 2 g | 2

What is meant by motion in a meeting ? Explain.

11. “§ua feias U SEter o1 Teaqu 33 § 1 3 2 T | ' >3

“Time recorder is an important equipment of an office.” How ? Explain.

12. “SoTehe AR T, il i T 1 W | 3

‘Now a days, no mobile no life.” Explain.

13. UH 9Y G I ST SIS Bl & 2 3

What are the requisites of a valid meeting ?

14. u% " | fafia= wor =1 81 arelt ael St g e | 3

Explain the different types of meetings held in an organization.

15. IS THIEYYT WEINUT A H Tl § 7 TSI O B B P A6vgHan Saed | 3
How can one effectively communicate ? Give any six essentials of an effective
communication.

16. T FT ¥ 2 39 HEwd B GUIES | 3
What is Internet ? Explain its importance.

17. G 0 =EeR i il 9r sifamdas w ysmn s | 4

State any four essentials of business correspondence.

18. @wmﬁﬁmﬁmﬁﬁmmm%?wwmwﬁ
ot i =it fasiwaratt = awemed | 6

What is meant by internal attributes of a good business letter ? Explain briefly any five
internal attnbutes of a good business letter.

19. T st wEfert yonet #i el 9 aifardaret s auend | 6
. Srerar :
T HTE SATHAMIH T S § 2 T HIE IR o Fared |
Explain any six essentials of a good filing system.
OR

What is visible card index ? State its any four advantages.
; 3 [P.T.O.
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frefeTiaa i e St 6
(i) EMER I
(i) STHE GRIvH
(iii) % SN
HYgar

U FrAfeE § ST $o ATl S Bl el S $ Hd fafy fawr # e |
Explain the following :
(i) Ordinary Dak
(i) Post Office Guide
(iii) Post Box

OR
Explain in detail the procedure of handling outward mail in an office.





