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CBSE | DEPARTMENT OF SKILL EDUCATION 

OFFICE PROCEDURE & PRACTICE (SUBJECT CODE 824) 

CLASS XII (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 

4 Arranging Meetings 3 1 2 1 07 

5  Travel Arrangement 2 2 1 1 06 

6 Banking Services 2 2 1 1 06 

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 XII (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. 

c) Questions numbers 19 to 22 are three marks questions. Attempt any two questions 

5. Section C is of 08 marks and has 03 competency-based questions.  

a) Questions numbers 23 to 25  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 
Define green economy. 

Xkzhu vFkZO;oLFkk dks le>kb, \ 
1 

Q.2 
Define green skills. 

xzhu dkS”ky dks le>kb, \ 
1 

Q.3 
What is entrepreneurship development? 

m|ferk fodkl D;k gS \ 
1 

Q.4 
How will you define entrepreneurship? 

vki m|ferk dks dSls le>k,axs \ 
1 

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

Q.5 
Mention three ways which make entrepreneurship beneficial for society. 

lekt ds fy, ykHknk;d m|ferk ds rhu rjhds crkb, A 
2 

Q.6 

What are the aims of green economy? 

Xkzhu vFkZO;oLFkk dk mn~ns”; D;k gS \ 

 

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 meeting? 

cSBd fdls dgrs gSa \ 
1 

Q.8 
What is notice? 

lwpuk D;k gksrh gS \ 
1 

Q.9 
What is resolution? 

ladYi fdls dgrs gS \ 
1 

Q.10 
What do you understand by road travel ? 

lM+d ;k=k ls D;k vfHkizk; gS \ 
1 

Q.11 
What is e-ticket? 

bZ&fVdV D;k gksrh gS \ 
1 

Q.12 
What is bank facility? 

cSad lqfo/kk D;k gksrh gS \ 
1 

Q.13 
What is current account ? 

Pkkyw [kkrk D;k gksrk gS \ 
1 

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

Q.14 
How many types of meetings are there? Explain any two types of meetings. 

cSBd fdrus izdkj dh gksrh gS \ blds dksbZ nks izdkj fooj.k lfgr crkb, A 
2 

Q.15 
What is foreign trip? Explain any two necessary documents for it. 

fons”k ;k=k D;k gksrh gS \ blds fy, vko”;d dksbZ nks nLrkost fooj.k lfgr crkb, A 
2 

Q.16 
Explain the process of railway ticket reservation. 

jsyos fVdV fjtosZ”ku dh izfdz;k crkb, A 
2 

Q.17 
What are the two differences between savings account and current account? 

cpr [kkrk vkSj pkyw [kkrk esa dksbZ nks varj Li’V dhft, A  
2 

Q.18 
What is cross cheque? Explain by drawing a cross cheque. 

js[kkafdr pSd D;k gksrk gS \ fp= cukdj O;k[;k dhft, A 
2 

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

Q.19 
Explain any three differences between motion and resolution. 

izLrko vkSj ladYi esa dksbZ rhu varj Li’V dhft, A 
3 

Q.20 
What work has to be done by a secretary during a meeting? Explain. 

,d lfpo dks cSBd ds nkSjku dkSu dkSu ls dk;Z djus gksrs gS] Li’V dhft, A  
3 

Q.21 

What arrangements have to be made by a secretary for the foreign travel of his officer? 

Explain. 

,d lfpo dks vius vf/kdkjh dh fons”k ;k=k ds fy, dkSu dkSu ls izca/k djus gksrs gS] Li’V dhft, A 

3 

Q.22 
What is cheque book? Explain any two types of cheques. 

pSd cqd fdls dgrs gS \ pSd ds dksbZ nks izdkj fooj.k lfgr crkb, A 
3 

 

       SECTION C              (2 x 4 = 8 marks) 

(COMPETENCY BASED QUESTIONS) 

Answer any 02 questions out of the given 03 questions 

Q.23 

Meetings are organized from time to time in each organization. Prepare notice and 

agenda for an organization based on a fictional character. 

izR;sd laLFkk esa le; le; ij cSBd dk vk;kstu gksrk gSA dkYifud ik=ksa ds vk/kkj ij ,d laLFkk ds fy, lwpuk rFkk 

dk;Zlwph rS;kj dhft, A  

4 

Q.24 

A secretary has to go outside the organization with the officer for the meeting. So how will 

a secretary make hotel reservation for this? 

lfpo dks cSBd ds fy, laLFkk ls ckgj vf/kdkjh ds lkFk tkuk gksrk gS blds fy, ,d lfpo gksVy vkj{k.k fdl izdkj 

djsaxs] Li’V dhft, A  

4 
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Q.25 

Nowadays bank facilities have become the need of every person, write the working 

method of any two of the following facilities. 

(i) ATM Machine 

(ii) Bank lockers 

(iii) Fixed deposit 

(iv) Bank draft 

vktdy cSad lqfo/kk,a gj O;fDr dh t:jr cu xbZ gS A fuEu lqfo/kkvksa esa ls fdUgha nks dh dk;Zfof/k fyf[k, % 

(i) ,-Vh-,e- e”khu 

(ii) cSad ykWDlZ 

(iii) fe;knh tek 

(iv) cSad M~zkQ~V 

4 

 

 

 


