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e Please check that this question paper contains 4 printed pages.

e (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.

e Please check that this question paper contains 22 questions.

e Please write down the Serial Number of the question before
attempting it.

e 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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Questions number 1 to 10 are short answer type questions carrying
two marks each. Answers to these questions should not exceed 30 words
each.

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.

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.

T I
PART I

HIATAT TR o gkl o1 T 379 3 2

What is meant by ‘centralisation’ of office correspondence ?

T Gie hl HIMA 1 ITANT hid T €A H T@H areit fohegl qf draemi-=i 1
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State any two precautions that must be kept in mind while using a letter
opening machine.

‘fuTeRd T W1 A TS |

Give the meaning of ‘insured post’.

“aracet wrgfert <t fohegl 1 HmTel w1 3g@ HIfT |

State any two limitations of ‘horizontal filing’.

‘STTHATIRT o HEwd o fohral Gl (oGl o1 3@ HINT |

State any two points of importance of ‘indexing’.

‘g epiet a1 BT § 2

What is a ‘time recorder’ ?
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What is ‘e-mail’ ?

8. ‘Fulaes ud’ =1 3w whe Tz STar 8 2 Furires 7a” <1 IUANT i T Gohdl
27? 2

When is a ‘Casting Vote’ used ? Who can use a ‘Casting Vote’ ?

9. T 9T & GeH 4 ‘TEara 1 371 9qrsu | 2

Give the meaning of ‘resolution’ with reference to a meeting.

10. U T A9 % qvETq Afad g fohe I atel fohedl @ el &1 Seaid

HifT | 2

State any two duties to be performed by a Secretary after a general

meeting.
T 11
PART II
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Answer any seven questions from this part.

11.  STeeh b hi ST T o =N sl &Y H THATSY | 4

Briefly explain the steps in handling outward mail.

12.  hgiohd BISIC Jumell & ATl o1 Had § avi Hif | 4
Describe briefly the advantages of centralised filing system.
13. HRETAT HIAl & =¥ & THY <9 H W AW 91 foheal IR ShRehl sl G989 H

qHSART | 4
Explain briefly any four factors that should be kept in mind while
selecting office machines.

14.  HETA TR & A1 I Ha9 § TUET | 4
Briefly explain the advantages of office mechanisation.

15. SSAIBI Hict ol A R L 6T gfshan 1 @89 § qui Fife | 4
Describe briefly the procedure of receiving and making telephone calls.

16. forftaa wemwr o fohedl o @i <t T | Twssy | 4

Explain briefly any four advantages of written communication.
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What is meant by a ‘letter of enquiry’ ? Briefly explain its contents.
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Describe the steps in the preparation of minutes of a meeting.
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What is meant by ‘quorum’ ? Explain its need.

HIT 111
PART III
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Answer any two questions from this part.
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21.

22,
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Explain briefly any two methods of classification of filing, giving their

advantages and disadvantages.

HATAT YT & A< hl GHATSU |

Explain the importance of office communication.
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Explain the following :

(a)  Notice of a meeting
(b)  Agenda of a meeting

(¢)  Adjournment of a meeting
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