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CBSE | DEPARTMENT OF SKILL EDUCATION 

     OFFICE PROCEDURE & PRACTICE (SUBJECT CODE 824) 

CLASS XI (SESSION 2021-2022) 

BLUE-PRINT FOR SAMPLE QUESTION PAPER FOR TERM -II 

Max. Time Allowed: 1½ Hours (90 min)             Max. Marks: 30 

PART A - EMPLOYABILITY SKILLS (05 MARKS): 

UNIT 

NO. 
NAME OF THE UNIT 

NO. OF 

QUESTIONS - 

VSA 

(1 MARK EACH) 

NO. OF 

QUESTIONS - 

SA 

(2 MARKS 

EACH) 

NO. OF 

QUESTION

S - LA 

(4 MARKS 

EACH) 

TOTAL 

NUMBER 

OF 

QUESTIO

NS 

4 Entrepreneurial Skills-IV 2 1 - 3 

5 Green Skills-IV 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 1 x 2 = 2 Marks - 05 Marks 

PART B - SUBJECT SPECIFIC SKILLS (25 MARKS): 

UNIT 

NO. 
NAME OF THE UNIT 

NO. OF 

QUESTIONS 

- VSA 

(1 MARK 

EACH) 

NO. OF 

QUESTIONS 

–  SA - I 

(2 MARKS 

EACH) 

NO. OF 

QUESTIONS 

– SA - II 

(3  MARKS 

EACH) 

NO. OF 

QUESTIONS 

- LA 

(4 MARKS 

EACH) 

TOTAL 

NUMBER 

OF 

QUESTIONS 

IV Communication 2 1 1 1 05 

V Office machines 2 2 1 1 06 

VI 

Correspondence – 

business and 

government 

3 2 2 1 08 

TOTAL QUESTIONS 07 05 04 03 19 

NO. OF QUESTIONS TO BE 

ANSWERED 
05 03 02 02 12 

TOTAL  5 x 1= 05 3 x 2 = 06 2 x 3 = 06 2 x 4 = 08 25 

TOTAL MARKS 5 + 25 = 30 MARKS 
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CBSE | DEPARTMENT OF SKILL EDUCATION 

  OFFICE PROCEDURE & PRACTICE (SUBJECT CODE 824) 

CLASS XI (SESSION 2021-2022) 

SAMPLE QUESTION PAPER FOR TERM - II 

Max. Time Allowed: 1 ½ Hours (90 min)                Max. Marks: 30 

General Instructions: 

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  1 x 3 = 3 

Q.1 
Who is an entrepreneur? 

m|eh dkSu gksrk gS \ 
1 

Q.2 
What are the types of business activities? 

O;kolkf;d xfrfof/k;ksa ds izdkj D;k gS \ 
1 

Q.3 
What are green skills? 

gfjr dkS”ky D;k gS \ 
1 

Q.4 
What are the two key points on which green economy is based? 

os nks fcanw dkSu ls gS ftu ij gfjr vFkZO;oLFkk vk/kkfjr gS \ 
1 

Answer any 01 question out of the given 02 questions 2 x 1 = 2 

Q.5 
What are the factors affecting entrepreneurship growth? 

M|ferk o`f) dks izHkkfor djus okys dkjd D;k gS \ 
2 

Q.6 
What do you understand by the term green job? 

Xkzhu tkWc “kCn ls vki D;k le>rs gSa \ 
2 
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SECTION B     (5 + 6 + 6 = 17 marks) 

Answer any 05 questions out of the given 07 questions 1 x 5 = 5 

Q.7 
What is oral communication? 

ekSf[kd laizs’k.k D;k gksrk gS \ 
1 

Q.8 
Mention two mediums of written communication. 

fyf[kr laizs’k.k ds nks ek/;e crkb, A 
1 

Q.9 
What is office machines? 

dk;kZy; e”khu D;k gksrh gS \ 
1 

Q.10 
State two advantages of using office machines. 

dk;kZy; e”khu iz;ksx djus ds nks ykHk crkb, A  
1 

Q.11 
What is business correspondence? 

O;kolkf;d i=kpkj D;k gksrk gS \ 
1 

Q.12 
What is meant by semi government letter? 

v/kZ ljdkjh i= ls D;k vfHkizk; gS \ 
1 

Q.13 
Why are adjustment letters written? 

lek;kstu i= D;ksa fy[ks tkrs gSa \ 
1 

Answer any 03 questions out of the given 05 questions 2 x 3 = 6 

Q.14 
Explain two mediums of non-verbal communication. 

xSj ekSf[kd laizs’k.k ds nks ek/;e Li’V dhft, A 
2 

Q.15 
Explain the working method of letter opening machine. 

i= [kksyus dh e”khu dh dk;Zfof/k fyf[k, A 
2 

Q.16 
Explain two disadvantages of using office machines. 

dk;kZy; e”khu iz;ksx djus dh nks gkfu;ka dh crkb, A 
2 

Q.17 
Describe any two parts of business correspondence. 

O;kolkf;d i=kpkj ds fdUgha nks vaxksa dk o.kZu dhft, A 
2 

Q.18 
What are the things to keep in mind while writing a biodata? 

^thou ifjp;^ fy[krs le; fdu fdu ckrksa dk /;ku j[kuk pkfg, \ 
2 

Answer any 02 questions out of the given 04 questions 3 x 2 = 6 

Q.19 
What are the main elements of communication? Explain. 

lapkj ds eq[; rRo dkSu dkSu ls gS \ Li’V dhft, A 
3 

Q.20 
Explain the usefulness of biometric machine in the office. 

dk;kZy;ksa esa ckW;kseSfV~zd e”khu dh mi;ksfxrk crkb, A 
3 

Q.21 
Explain by making the format of government letters. 

ljdkjh i= dk izk:i cukdj le>kb, A 
3 

Q.22 
What are office order? Explain with example. 

dk;kZy; vkns”k D;k gksrk gS \ mnkgj.k lfgr le>kb, A 
3 

        

SECTION C              (2 x 4 = 8 marks) 

(COMPETENCY BASED QUESTIONS) 

Answer any 02 questions out of the given 03 questions 

Q.23 

Communication plays an important role in the business organization, what are the barriers 

that arise while communicating in the organization? 

O;kolkf;d laLFkk esa lapkj ,d egRoiw.kZ LFkku j[krk gS] laLFkk esa lapkj djrs le; dkSu dkSu lh ck/kk,a mRiUu gksrh gSa] 

Li’V dhft, A 

4 

Q.24 

Machines are used in some form of the other in every office. What should be kept in mind 

while choosing the machine for the office? 

izR;sd dk;kZy; esa e”khuksa dk iz;ksx fdlh u fdlh :i esa fd;k tkrk gS A dk;kZy; ds fy, e”khu dk pquko djrs le; 

fdu fdu ckrksa dk /;ku j[kuk pkfg, \  

4 

Q.25 

Nowadays every person is wandering in search of livelihood, consider yourself an 

applicant, prepare a biodata for the post of computer operator. 

vktdy izR;sd O;fDr vkthfodk dh ryk”k esa HkVd jgk gS A vius vki dks vkosnd ekurs gq, ^daI;wVj vkWijsVj^ in ds 

fy, ,d thou or̀ rS;kj dhft, A 

4 

 


