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PART A - EMPLOYABILITY SKILLS (05 MARKS):
NO. OF NO. OF NO. OF TOTAL
. QUESTIONS - | QUESTION | NUMBER
L’J\II\(I)IT NAME OF THE UNIT QUE‘\S/QSNS SA S-LA OF
i (1 MARK EACH) (2 MARKS (4 MARKS | QUESTIO
EACH) EACH) NS
4 Entrepreneurial Skills-1V 2 1 - 3
5 Green Skills-1V 2 1 - 3
TOTAL QUESTIONS 4 2 - 06
NO. OF QUESTIONS TO BE
ANSWERED Any 3 Any 1 - 04
TOTAL MARKS 3 x 1 =3 Marks 1x 2 =2 Marks - 05 Marks
PART B - SUBJECT SPECIFIC SKILLS (25 MARKS):
NO. OF NO. OF NO. OF NO. OF TOTAL
UNIT QUESTIONS | QUESTIONS | QUESTIONS | QUESTIONS NUMBER
NO NAME OF THE UNIT - VSA — SA-1| —SA-Il -LA OF
' (2 MARK (2 MARKS (3 MARKS (4 MARKS | QUESTIONS
EACH) EACH) EACH) EACH)
v Communication 2 1 1 1 05
\% Office machines 2 2 1 1 06
Correspondence —
VI business and 3 2 2 1 08
government
TOTAL QUESTIONS 07 05 04 03 19
NO. OF QUESTIONS TO BE
ANSWERED 05 03 02 02 12
TOTAL 5x 1=05 3x2=06 2x3=06 2x4=08 25
TOTAL MARKS 5 + 25 = 30 MARKS
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OFFICE PROCEDURE & PRACTICE (SUBJECT CODE 824)

CLASS XI (SESSION 2021-2022)
SAMPLE QUESTION PAPER FOR TERM - lI

General Instructions:

Max. Marks: 30

1. Please read the instructions carefully
2. This Question Paper is divided into 03 sections, viz., Section A, Section B and Section C.
3. Section A is of 05 marks and has 06 questions on Employability Skills.
a) Questions numbers 1 to 4 are one mark questions. Attempt any three questions.
b) Questions numbers 05 and 06 are two marks questions. Attempt any one question.
4. Section B is of 17 marks and has 16 questions on Subject specific Skills.
a) Questions numbers 7 to 13 are one mark questions. Attempt any five questions.
b) Questions numbers 14 to 18 are two marks questions. Attempt any three questions.
5. Section C is of 08 marks and has 03 competency-based questions.
Questions numbers 19 to 21 are four marks questions. Attempt any two questions.
6. Do as per the instructions given in the respective sections.
7. Marks allotted are mentioned against each section/question.
SECTION A (3 +2 =5 marks)
Answer any 03 questions out of the given 04 questions 1x3=3
Who is an entrepreneur?
Q1 Serd B B & 2 1
What are the types of business activities?
Q2 ey At & yeR T § ? 1
What are green skills?
Q3 aRa proret aar @ ? 1
What are the two key points on which green economy is based?
Q4 4 < Rig P @ 2 R TR sRY sielaraRer o & ? 1
Answer any 01 question out of the given 02 questions 2x1=2
What are the factors affecting entrepreneurship growth?
Q5 Seftil gfe 1 TR e a7 R 2 2
What do you understand by the term green job?
Q6 A St o 9 o9 a7 wEsId € 7 2
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SECTION B

(5+6+6=17 marks)

Answer any 05 questions out of the given 07 questions 1x5=5
Q.7 What is oral communication? 1
' AiRge FUYOT a2 B B 7
0.8 Mentiop two mediums of written communication. 1
' faRea HUvoT & < AEH IATSY |
0.9 What is office machines? 1
' Fratera 72 Far Bl 7 7
0.10 State two advantages of using office machines. 1
' Frater AL GART BT & QT AT sy |
What is business correspondence?
Q.11 ARG TR T 8 & ? 1
0.12 What is meant by semi government letter? 1
ef TRAR TF § T AU T ?
0.13 Why are adju_stment IetFers written? 1
AR 9 9t ford o € ?
Answer any 03 questions out of the given 05 questions 2Xx3=6
Q.14 Explain tvyo mediums of non-verbal communication. 5
R AfRgd FUYT B T ARTH W BN |
Q.15 Explain the working method of letter opening machine. >
U3 @leM & 9 & Hrifafy faRag |
Q.16 Explain two disadvantages of gsing office machines. 5
Fraferd WF TANT TRA B AT FTAT B 48T |
017 Describe any two par_ts of.b_usiness correspondence. >
AEAS TAER & B8l a1 S &1 qui BT |
Q.18 What are the things to keep in mind while writing a biodata? 5
Shes aRer forea w99 f5e e amal &1 s we =iy ?
Answer any 02 questions out of the given 04 questions 3x2=6
0.19 What are the main elements of communication? Explain. 3
IR & T T DI DI A T ? WE IR |
Q.20 Explain f[htua usefulness of biometric machine in the office. 3
wTateral § diamied 7eiE o SUAIfer 9agy |
0.21 Explain by making the format of government letters. 3
RGN U5 P YT THHR FHNSY |
0.22 What are office order? Explain with example. 3
PIATTT JSY FIT BT & ? SSTERYT Afdd Fosmgy |
SECTION C (2 x 4 = 8 marks)
(COMPETENCY BASED QUESTIONS)
Answer any 02 questions out of the given 03 questions
Communication plays an important role in the business organization, what are the barriers
Q.23 that arise _Whilg c_ommunicating in the organ_izatipn_? _ _ 4
TS ARl § HAR TP AEqul I I@dT 8, WA H HUR R 9HT B B Al R S B g,
e PG |
Machines are used in some form of the other in every office. What should be kept in mind
Q.24 while choosing the machine for the office? 4
TS Hrferd | e B gAnT R T 5 v | fer Smar 8 | eriterd & fow w9 @1 gae aRa |9\ g
e for a1l &1 e <@ ARy ?
Nowadays every person is wandering in search of livelihood, consider yourself an
Q.25 applicant, prepare a biodata for th_e post of computer operator. _ 4
AMTHe TS AT IMONADHT B TATST § HH 8T & | U7 37T DI ISP AT g ‘HIYEX AT’ U8 &
foTg e Sied g daR IR |
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