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H$m`m©b` H$m`©{d{Y Ed§ Aä`mg 

OFFICE PROCEDURES AND PRACTICES 

{ZYm©[aV g_` : 3 KÊQ>o   A{YH$V_ A§H$ : 60 

Time allowed : 3 hours Maximum Marks : 60 

 H¥$n`m Om±M H$a b| {H$ Bg àíZ-nÌ _o§ _w{ÐV n¥ð> 4 h¢ & 
 àíZ-nÌ _| Xm{hZo hmW H$s Amoa {XE JE H$moS >Zå~a H$mo N>mÌ CÎma-nwpñVH$m Ho$ _wI-n¥ð>> na 

{bI| & 

 H¥$n`m Om±M H$a b| {H$ Bg àíZ-nÌ _| >22 àíZ h¢ & 
 H¥$n`m àíZ H$m CÎma {bIZm ewê$ H$aZo go nhbo, àíZ H$m H«$_m§H$ Adí` {bI| & 

 Bg  àíZ-nÌ  H$mo n‹T>Zo Ho$ {bE 15 {_ZQ >H$m g_` {X`m J`m h¡ &  àíZ-nÌ H$m {dVaU nydm©• 
_| 10.15 ~Oo {H$`m OmEJm &  10.15 ~Oo go 10.30 ~Oo VH$ N>mÌ Ho$db àíZ-nÌ H$mo n‹T>|Jo 
Am¡a Bg Ad{Y Ho$ Xm¡amZ do CÎma-nwpñVH$m na H$moB© CÎma Zht {bI|Jo & 

 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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gm_mÝ` {ZX}e : 
(i) àíZ  g§»`m 1 go 10 VH$ Ho$ àíZ Xmo A§H$m| (àË`oH$) Ho$ bKw CÎma dmbo àíZ h¢ & BZ_| go 

àË`oH$ H$m CÎma 30 eãXm| go A{YH$ H$m Zht hmoZm Mm{hE & 
(ii) àíZ  g§»`m 11 go 19 VH$ Ho$ àíZ Mma A§H$m| (àË`oH$) Ho$ h¢, {OZ_| go AmnH$mo {H$Ýht gmV 

Ho$ CÎma XoZo h¢ & BZ_| go àË`oH$ H$m CÎma 70 eãXm| go A{YH$ H$m Zht hmoZm Mm{hE & 
(iii) àíZ  g§»`m 20 go 22 VH$ Ho$ àíZ N>: A§H$m| (àË`oH$) Ho$ h¢, {OZ_| go AmnH$mo {H$Ýht Xmo Ho$ 

CÎma XoZo h¢ & BZ_| go àË`oH$ H$m CÎma 150 eãXm| go A{YH$ H$m Zht hmoZm Mm{hE & 

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. 

(ii) 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. 

(iii) 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. 

^mJ I 

PART I 

1. H$m`m©b` nÌmMma Ho$ ‘Ho$ÝÐrH$aU’ H$m Š`m AW© h¡ ? 2 
What is meant by ‘centralisation’ of office correspondence ? 

2. nÌ ImobZo H$s _erZ H$m Cn`moJ H$aVo g_` Ü`mZ _| aIZo dmbr {H$Ýht Xmo gmdYm{Z`m| H$m 

C„oI H$s{OE & 2 
State any two precautions that must be kept in mind while using a letter 

opening machine. 

3. ‘~r_mH¥$V S>mH$’ H$m AW© ~VmBE & 2 
Give the meaning of ‘insured post’. 

4. ‘g_Vb \$mBqbJ’ H$s {H$Ýht Xmo gr_mAm| H$m C„oI H$s{OE & 2 
State any two limitations of ‘horizontal filing’. 

5. ‘AZwH«$_{UH$aU’ Ho$ _hÎd Ho$ {H$Ýht Xmo {~ÝXþAm| H$m C„oI H$s{OE & 2 
State any two points of importance of ‘indexing’. 

6. ‘g_` [aH$m°S>©a’ Š`m hmoVm h¡ ? 2 
What is a ‘time recorder’ ? 
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7. ‘B©-_ob’ Š`m h¡ ? 2 
What is ‘e-mail’ ? 

8. ‘{ZUm©`H$ _V’ H$m Cn`moJ H$~ {H$`m OmVm h¡ ? ‘{ZUm©̀ H$ _V’ H$m Cn`moJ H$m¡Z H$a gH$Vm 
h¡ ? 2 
When is a ‘Casting Vote’ used ? Who can use a ‘Casting Vote’ ? 

9. EH$ g^m Ho$ g§X^© _| ‘àñVmd’ H$m AW© ~VmBE & 2 
Give the meaning of ‘resolution’ with reference to a meeting. 

10. EH$ gm_mÝ` g^m Ho$ níMmV² g{Md Ûmam {H$E OmZo dmbo {H$Ýht Xmo H$V©ì`m| H$m CëboI  
H$s{OE & 2 
State any two duties to be performed by a Secretary after a general 

meeting. 

^mJ II 

PART II 

Bg ^mJ _| go {H$Ýht gmV àíZm| Ho$ CÎma Xr{OE & 
Answer any seven questions from this part. 

11. OmdH$ S>mH$ H$s ì`dñWm H$aZo Ho$ MaUm| H$mo g§jon _| g_PmBE & 4 
Briefly explain the steps in handling outward mail. 

12. Ho$ÝÐrH¥$V \$mBqbJ àUmbr Ho$ bm^m| H$m g§jon _| dU©Z H$s{OE & 4 
Describe briefly the advantages of centralised filing system. 

13. H$m`m©b` _erZm| Ho$ M`Z Ho$ g_` Ü`mZ _| aIo OmZo dmbo {H$Ýht Mma H$maH$m| H$mo g§jon _| 

g_PmBE & 4 
Explain briefly any four factors that should be kept in mind while 

selecting office machines. 

14. H$m`m©b` _erZrH$aU Ho$ bm^m| H$mo g§jon _| g_PmBE & 4 
Briefly explain the advantages of office mechanisation. 

15. Q>obrµ\$moZ H$m°b H$mo gwZZo Am¡a H$aZo H$s à{H«$`m H$m g§jon _| dU©Z H$s{OE & 4 
Describe briefly the procedure of receiving and making telephone calls. 

16. {b{IV gåàofU Ho$ {H$Ýht Mma bm^m| H$mo g§jon _| g_PmBE & 4 
Explain briefly any four advantages of written communication.  
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17. ‘nyN>VmN>-nÌ’ H$m Š`m AW© h¡ ? BgH$s {df`-gyMr H$mo g§jon _| g_PmBE & 4 
What is meant by a ‘letter of enquiry’ ? Briefly explain its contents. 

18. g^m Ho$ gyú_ (H$m`©d¥Îm) V¡̀ ma H$aZo Ho$ MaUm| H$m dU©Z H$s{OE & 4 
Describe the steps in the preparation of minutes of a meeting. 

19. ‘JUny{V©’ H$m Š`m AW© h¡ ? BgH$s Amdí`H$Vm H$mo g_PmBE & 4 
What is meant by ‘quorum’ ? Explain its need. 

^mJ III 

PART III 

Bg ^mJ _| go {H$Ýht Xmo àíZm| Ho$ CÎma Xr{OE & 
Answer any two questions from this part. 

20. \$mBqbJ Ho$ dJuH$aU H$s {H$Ýht Xmo {d{Y`m| H$mo CZHo$ bm^m| d hm{Z`m| H$mo ~VmVo hþE g§jon 
_| g_PmBE & 6 
Explain briefly any two methods of classification of filing, giving their 

advantages and disadvantages.   

21. H$m`m©b` gåàofU Ho$ _hÎd H$mo g_PmBE & 6 
Explain the importance of office communication. 

22. {ZåZ{b{IV H$mo g_PmBE : 6 

(H$) g^m H$s gyMZm 

(I) g^m H$s H$m`©gyMr 

(J) g^m H$m ñWJZ 
Explain the following : 

(a) Notice of a meeting 

(b) Agenda of a meeting 

(c) Adjournment of a meeting   

 

   1,500 


