
278  1 P.T.O. 

narjmWu H$moS >H$mo CÎma-nwpñVH$m Ho$ _wI-n¥ð >na 
Adí` {bIo§ & 
Candidates must write the Code on the 

title page of the answer-book. 

 

 Series BVM        H$moS> Z§.          

 Code No. 

amob Z§. 
Roll No. 

   
 
     

 

{dH${gV \«§$Q> Am°{\$g g§MmbZ 

ADVANCED FRONT OFFICE OPERATIONS 

 

{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> 7 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 _| 33 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©• _| 
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gm_mÝ` {ZX}e : 

(i) Bg àíZ-nÌ _| 33 àíZ em{_b h¢ {OZ_| go Aä`Wu H$mo {g\©$ 25 àíZ H$aZo H$s µOê$aV  
h¡ & 

(ii) àíZ-nÌ Xmo IÊS>m| _| {d^m{OV h¡ & 

 IÊS> A 

 ~hþ{dH$ënr` àíZ /[aº ñWmZ ^[aE /grYo àíZ : Hw$b 12 àíZ em{_b h¢ Omo  
1 – 1 A§H$ Ho$ h¢ & BZ_| go {H$Ýht 10 àíZm| Ho$ CÎma Xr{OE &  

 A{V bKw CÎmar` àíZ : BZ_| Hw$b 7 àíZ em{_b h¢, àË`oH$ Ho$ 2 A§H$ h¢ & BZ_| go 
{H$Ýht  5 àíZm| Ho$ CÎma Xr{OE & 

 bKw CÎmar` àíZ : BZ_| Hw$b 7 àíZ em{_b h¢, àË`oH$ Ho$ 3 A§H$ h¢ & BZ_| go 
{H$Ýht  5 àíZm| Ho$ CÎma Xr{OE & 

IÊS> ~ 

 XrK© CÎmar` /{Z~ÝYmË_H$ àíZ : BZ_| Hw$b 7 àíZ em{_b h¢, àË`oH$ Ho$ 5 A§H$ h¢ & BZ_| 
go {H$Ýht  5 àíZm| Ho$ CÎma Xr{OE & 

General Instructions :  

(i) This question paper contains 33 questions out of which the candidate 

needs to attempt only 25 questions. 

(ii) Question paper is divided into two sections. 

 SECTION A 

 Multiple choice questions / Fill in the blanks/Direct questions : 

contains total 12 questions of 1 mark each. Answer  

any 10 questions. 

 Very short answer type questions : contains total 7 questions of  

2 marks each. Answer any 5 questions. 

 Short answer type questions : contains total 7 questions of 3 marks 

each. Answer any 5 questions. 

SECTION B 

 Long answer / Essay type questions : contains total 7 questions of 5 marks 

each. Answer any 5 questions. 



278  3 P.T.O. 

IÊS> A$ 

SECTION A 

{XE JE ~mah ‘| go {H$Ýht Xg àíZm| Ho$ CÎma Xr{OE & 1×10=10 

Answer any ten questions from the given twelve.  

1. Q>mB‘ ñQ>¡ån (time stamp) {H$g {bE à¶moJ {H$¶m OmVm h¡ ? 1 

What is a time stamp used for ? 

2. ‘Zmo emo JoñQ>’ (No show guest) go Amn Š`m g_PVo h¢ ? 1 

What do you understand by ‘No show guest’ ? 

3. pñH$na (Skipper) {H$go H$hVo h¢ ? 1 

Who is called a Skipper ? 

4. H«o${S>Q> H$mS>© H$m à`moJ H$aZo H$s Xmo H${_`m± ~VmBE &  1 

List two drawbacks of using a credit card. 

5. Amn {S>‘m §S> S´>mâQ> (Demand draft) H$hm± go ~Zdm gH$Vo h¢ ? 1 

Where can you get a Demand draft made ? 

6. dr.Q>r.Eb. (VTL) Ho$ Xmo bm^ ~VmBE & 1 

List two advantages of VTL. 

7. Bbo³Q´>m°{ZH$ S>moa bm°qH$J {gñQ>‘ (electronic door locking system) A{V{W`m| H$mo {H$g 
Vah gwajm àXmZ H$aVm h¡ ? 1 

How does electronic door locking system provide safety to the guests ? 

8. hmCg nmo{µOeZ (House Position) H$s JUZm H¡$go H$s OmVr h¡ ? 1 

How is House Position calculated ? 

9. ZmBQ> Am°{S>Q>a (night auditor) H$m H$m¶ © g‘¶ ³¶m h¡ ? 1 

What are the working hours of a night auditor ? 

10. AH$mCÝQ> EqOJ (Account ageing) go Amn ³¶m g‘PVo h¢ ? 1 

What do you understand by Account ageing ? 
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11. ‘ãb¡H$ {bñQ>’ (Black list) H$s n[a^mfm {b{IE & 1 

Define ‘Black list’. 

12. ‘MmO© ~¡H$’ (charge back) H$m ³¶m AW© h¡ ? 1 

What does ‘Charge back’ mean ? 

{XE JE gmV ‘| go {H$Ýht nm±M àíZm| Ho$ CÎma Xr{OE & 2×5=10 

Answer any five questions from the given seven. 

13. hmoQ>bm| ‘| Q´>¡doba M¡H$ (traveller cheque) ñdrH$maVo g‘¶ H$m¡Z-gr Mma gmdYm{Z¶m± 
AnZmZr Mm{hE ? 2 

What four precautions should be adopted while accepting traveller’s 

cheques in hotels ? 

14. JoñQ> {hñQ´>r [aH$m°S>© (guest history record) Ho$ Mma bm^ ~VmBE & 2 

Mention four benefits of guest history record. 

15. {gQ>r boOa AH$mCÝQ> (city ledger account) ‘| gpå_{bV {H$Ýht Mma EH$mCÝQ>m| H$mo 
gyMr~Õ H$s{OE & 2 

List any four accounts which are included in a city ledger account. 

16. {d{µOQ>g© noS> AmCQ> dmCMa (Visitors paid out voucher) H$m EH$ àmê$n ~ZmBE &  2 

Make a format of Visitors paid out voucher. 

17. dr.Q>r.Eb. (VTL) H$m à¶moJ H$aZo H$s Mma H${‘¶m± ³¶m h¢ ? 2 

What are four drawbacks of using VTL ? 

18. nr.E‘.Eg. (PMS) H$s Mma H${‘¶m± ~VmBE & 2 

Mention four drawbacks of PMS. 

19. hmB© [añH$ AH$mCÝQ> (High risk account) go Amn ³¶m g‘PVo h¢ ? EH$ CXmhaU H$s 
ghm¶Vm go g‘PmBE & 2 

What do you understand by High risk account ? Explain with the help of 

an example. 
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{XE JE gmV ‘| go {H$Ýht nm±M àíZm| Ho$ CÎma Xr{OE & 3×5=15 
Answer any five questions from the given seven. 

20. {ZåZ{b{IV nXm| go Amn ³¶m g‘PVo h¢ ? 3 

(H$) AmodaEO (Overage) 

(I) S>çy ~¡H$ (Due Back) 

(J) AH$mCÝQ> AbmCÝg (Account Allowance) 

What do you understand by the following terms ? 

(a) Overage 

(b) Due Back 

(c) Account Allowance 

21. H¡${e¶a H$s H$moB © N>: {Oå‘oXm[a¶m± {b{IE & 3 

Write any six responsibilities of a cashier. 

22. {S>nmM©a Zmo{Q>{’$Ho$eZ pñbn (Departure notification slip) H$m àmê$n ~ZmBE & BgH$m 

CÔoí` Š`m h¡ ? 3 

Make a format of Departure notification slip. What is its purpose ? 

23. H$m°nm}aoQ> {~qbJ (Corporate Billing) Ho$ g‘¶, YmoImY‹S>r go ~MZo Ho$ {bE, H$m¡Z-gr N>: 

gmdYm{Z¶m± ~aVZr Mm{hE± ? 3 

To prevent frauds, what six precautions should be taken during 

Corporate Billing ? 

24. [agoßeZ ‘m°S>çyb (Reception module) ‘| nr.E‘.Eg. (PMS) Ho$ H$moB© N>: H$m¶©  

{b{IE & 3 

Write any six functions of PMS in Reception module.  

25. JoñQ> ê$‘ ‘m°S>çyb (Guest room module) Ed§ H¡${e¶a ‘m°S>çyb (Cashier module) ‘| 

nr.E‘.Eg. (PMS) Ho$ VrZ-VrZ H$m¶© {b{IE & 3 

Write three functions each of PMS in Guest room module and Cashier 

module. 
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26. H$ënZm H$s{OE {H$ Amn ’«§$Q> Am°{’$g (Front Office) ‘| H¡${e¶a (Cashier) h¢ & EH$ 

A{V{W AnZo {~b H$m ^wJVmZ S>m°ba ‘| H$aZm MmhVm h¡ & S>m°ba ñdrH$maZo Ho$ {bE, AmnH$mo 
H$m¡Z-gr Am¡nMm[aH$VmE± {Z^mZr n‹S>|Jr ? 3 

Imagine you are a Front Office Cashier. One of the guests wants to pay 

his bills in dollars. What formalities will you have to follow to accept 

payment in dollars ? 

IÊS> ~ 

SECTION B 

{XE JE gmV ‘| go {H$Ýht nm±M àíZm| Ho$ CÎma Xr{OE & 5×5=25 
Answer any five questions from the given seven. 

27. ~ob S>oñH$ (Bell desk) Ed§ H¡${e¶a S>oñH$ (Cashier desk) go J«wn MoH$-AmCQ> (group 

check-out) Ho$ MaUm| H$mo H«$‘mZwgma {b{IE & 5 

Write in sequence the steps of group check-out at Bell desk and Cashier 

desk. 

28. S>o{~Q> H$mS>© (Debit Card) ³¶m hmoVm h¡ ? BgH$mo à¶moJ H$aZo Ho$ bm^ Š`m h¢ ? 5 

What is a Debit Card ? What are the advantages of using this ? 

29. JoñQ> àr-AamBdb (guest pre-arrival) Ed§ MoH$-BZ (check-in) Ho$ g‘¶ ’«$ÝQ> Am°{’$g 

AH$mCpÝQ>¨J H$s à{H«$¶m g‘PmBE & 5 

Explain the Front Office accounting process at the time of guest  

pre-arrival and check-in. 

30. JoñQ> drH$br {~b (Guest Weekly Bill) H$m àmê$n ~ZmBE & 5 

Draw a format of Guest Weekly Bill. 

31. ZmBQ> Am°{S>Q> (night audit) Ho$ MaUm| H$mo âbmo MmQ>© (flow chart) H$s ghm¶Vm go 

H«$‘mZwgma {b{IE & 5 

Write in sequence the steps of night auditing process with the help of a 

flow chart. 
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32. {ZåZ{b{IV [anmoQ>m] (Reports) H$mo g§jon ‘| g‘PmBE : 5 

(H$) E³gnop³Q>S> AamBdb {bñQ> (Expected arrival list) 

(I) dr.AmB©.nr. (VIP) BZ hmCg {bñQ> (in house list) 

(J) ê$‘ {S>ñH«$snoÝgr [anmoQ> © (Room discrepancy report) 

(K) ‘¡ZoOa [anmoQ>© (Manager’s report) 

(L>) Q´>og [anmoQ>© (Trace report) 

Briefly explain the following reports : 

(a) Expected arrival list 

(b) VIP in house list 

(c) Room discrepancy report 

(d) Manager’s report 

(e) Trace report 

33. EH$ hmoQ>b ‘| ZmBQ> Am°{S>Q>a (night auditor) Ho$ {H$Ýht Xg H$V©ì¶m| H$mo gyMr~Õ H$s{OE & 5 

List any ten duties of night auditor in a hotel. 

       000 


