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General Instructions :

(i)  Question Nos. 1 to 10 are short answer type questions carrying two marks each.
Answer to these questions should not exceed 30 words each

(i) Answer any seven questions from 11 to 19. These are of four marks each. Answer to
these questions should not exceed 70 words each.

(iii) Answer any two questions from 20 to 22. These are of six marks each. Answer to
these questions should not exceed 150 words each.

HT -1

PART -1
1. 3T BT’ AT “STeh S1h” H 31T T e & 2 2
What do you mean by inward mail and outward mail ?

2. U Wi bl HINA bl SUFINTAT hl GHETET | 2

Explain the utility of a letter opening machine.

3. TRl o IR0 i fohel =R fafat & = fafau | 2

Name any four methods of classification of files.

4.  TH Rl i HerE T H A A 2 2
Why should old records be weeded out ?

5. e T 5 99 o oy Sargd | 2

State the advantages of a Note Counting Machine.

6. =N NehTeT o1 TN fohd S & fofw fopam STar € 2 2

For what purpose is a Time Recorder used ?

7. U HEAGE | e GUU0T &l STE9Tehdl ol G&T § THEAET | 2

Explain the need of internal communication in an office.

8.  ESIYA gea a1 WA T Bl § 2 2

What is an Amendment Motion ?

9. Ueh GH & UIAHT & T ATUHRI 1 Ioei@ HifT | 2

State two rights of the Chairman of a meeting.

10. fordll |97 & ©FH 9 317 747 99 ¢ 2 2

What do you mean by adjournment of a meeting ?
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11.

12.

13.

14.

15.

16.

17.
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PART —II
T 9T H 9 forgl | Uel o S &I

Answer any seven questions from this part :

31U 31T AT o ol Teh RISIhiuTT AN T ol el 7T & | 30 ford o7 foret @t

T foam &4 9

You are asked to select a photocopying machine for your office. What points will you

consider for the same ?

T {376 Ucdeh e & [oTT HPEeX TG 1 3Tavash &l T € 2

Explain why it has now become necessary for every office to have a computer ?

Teh 9T & 99T fohT STH a1t Ueh 0t 9iad & 9 Shaedl ol 3ol Shiley |

State four duties of a secretary to be performed during a meeting.

TS G S Jd G HT T ST =T 2 37 GaT | 1-F7 a1 &t ST A6y 2

Why must a prior notice of meeting be given ? What should be the contents of this

notice ?

ey T 3T F T FART |
State the meaning and advantages of FAX.

TS T A1 € 2 39k oY ared |

What is Internet ? Give its advantages.

frforieaa & 9 el 2t =t geee .
() e (V)

(@) TR

(M a9 S FEER % gga

Explain any two of the following :
(a) Proxy
(b)  Quorum

(c) Minutes of the proceedings of a meeting
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18.

19.

20.

21.

22.
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T 3T AEIaH 0 T Fedl & 2

Which one is called a good business letter ?

HIE STIHAMTHT T & ? FHIE STFHATTH o TR T T Ieod T |

What is a card index ? State four advantages of card index.

W — 11
PART — III
TG 9T A fohel 3t U9l o ST QI

Answer any two questions from this part :

ToATET FEI9oT 3 T[T TS ST hi THeed |

Explain the merits and demerits of written communication.

EIETT © 3717 1 THSA & 2 T3 Sl FIEel T (AT STl € 2 Teh 3! Flgel YUl & ofequ
AT |

What do you mean by filing ? Why are letters filed ? State the characteristics of a good
filing system.

Frfaraa o § el 9 o 9HeTed
(i) S S FaeT

(i)  ShishT HeTA

(i) = =

(iv) g uRe

(v) URE SR TR

(vi) SR R (e Sifrg mES)
Explain any four of the following :
(i) Centralized Mail System

(i1) Franking Machine

(ii1) Insured Post

(iv) Speed Post

(v) Post box Number

(vi) Post Office Guide



