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on the answer-book during this period.
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General Instructions :
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1)
(i)

(1i1)

(iv)

(v)

All questions are compulsory.
Marks for questions are indicated against each of them.

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

Questions number 11 to 16 are of three marks each and questions |

number 17 is of four marks. Answers to these questions should be
from 80 to 100 words each.

Questions number from 18 to 20 are of six marks each. Answers to
these questions should be from 150 to 200 words each.

T Go a9y T At 8 2 39 I @ aaRy |

What is a letter opening machine ? State its use.

U FEEiaEd P8 & AU SR =i & o ST g @ 2
What is the use of Post Office guide to a business house ?

TF FEed ¥ T & WEfen (Fedieon) g o9 g @ 2
What is meant by filing the letters in an office ?

T §H FA ER RE TER @ SHEAvE &1 e R S @ ?

Which type of indexing is used by an Insurance company ?

FRIFR & 399 frg faw fFr s @ 2

What for is a photocopier used ?




6. TS FAGT & JHHO & FT IR a9 FaET | 2
Give any four advantages of mechanisation of an office.

7. UF FEEF $ U §gEF F FE IR FEEH 07 TR | b 2

State any four essentials of communication in an office.

8. smyfte I ¥ ot () H{iﬂd & HEd & feel @ faegad ﬁ Ha?rtr }
HAART | 2
Briefly explain any two points of importance of electronics communication
in modern age.

9. TS FWA F g H 5@ Mgl T A & w4 Fw g 2 | 2
What happens when there is no quorum in a meeting of a company ?

10. ©F § # wfagew () & o Faww | 2
Explain the meaning of proxy in a meeting.

11. “IoeEd AYiE YOS SEied # R 2 I §AHEET | 3

“An answering machine is the demand of every office.” Explain.

12, “Srfsler (FrgeY) T& U9 ST ¢ fSue Suaifmar vos & fag & 17 gmeme 1 3

“Computer is a device which is useful to everybody.” Explain.

13. TS O ¥ GueH ¥ 999 ¥ UF 99 F SIS 9 OUERT | 3
Explain the duties of a Secretary during the time of a meeting.

14, TS §9 & FEaE & oW ¥ Y I I ¢ 7 98 UH 9 H sEgd ¥ fHg
yR firg 2 € ? 3
What do you mean by minutes of the proceedings of a meeting ? How does
it differ from an agenda of a meeting ?

15. 2HeH REER ¥ 0 acd A § 2 W R 9R REER @ Ry | 3
What is meant by telephone etiquettes ? State any four such etiquettes.
16. IRTTR FM 8 ? TS W & [l 9 fagel @ TRy | 3

What is Internet ? Give any four points of its importance.

17. @a@mﬁmm%wmwiﬁﬁ% 7@%%%@@
AT HiY | 4
What are the essentials of a good business letter 7 Explain any eight

such essentials.
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18. od gwmaq faerd o we g feeel il @t w fafan e s 9 ke fF
formd TEHT & 3UR & T 5,00,000 FT 39 T H A FA W o9 T F 3T & <,
=y s § SUR g W faar sTon qun fFafed Pee | 15% aifte & @ 3§
oS Al age feRar ST | 6

Write a letter to M/s. Brindaban Behari Lal and Sons of Delhi asking
them to pay dues of last months amounting to ¥ 5,00,000 within
three days from the receipt of this letter, otherwise the credit in
future will be stopped and interest @ 15% p.a. will be charged for the
delay in payment.

19. FHd BT ST & @ q 00 qAq B A SR B qEgER fafag | 6
e
TS wiEfer yomelt w8 2 @ wEfA woneh F A Q@ P oaw AW s | 6

Explain any three merits and three demerits of a centralised filing
system. '

OR

What is vertical filing system ? Explain any two advantages and two
disadvantages of vertical filing system.

20. frefafad & ¥9amT : 6
i) e d=
(i) URe e
(iii) 3rd 8=
AT
Fraed § Fimd a1 forsigd 1@ =eer § eraie Fifeg | .6

Explain the following :
(i)  Speed Post
(ii))  Post Box
(iii) Inward Mail
OR

Differentiate between centralised and decentralised ‘office
correspondence.
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