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narjmWu H$moS >H$mo CÎma-nwpñVH$m Ho$ _wI-n¥ð >na 
Adí` {bIo§ & 
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{dH${gV \«§$Q> Am°{\$g g§MmbZ 

ADVANCED FRONT OFFICE OPERATIONS 

 
{ZYm©[aV g_` : 3 KÊQ>o  A{YH$V_ A§H$ : 60 

Time allowed : 3 hours Maximum Marks : 60 

 H¥$n`m Om±M H$a b| {H$ Bg àíZ-nÌ _o§ _w{ÐV n¥ð> 7 h¢ & 

 àíZ-nÌ _| Xm{hZo hmW H$s Amoa {XE JE H$moS >Zå~a H$mo N>mÌ CÎma-nwpñVH$m Ho$ _wI-n¥>ð> na {bI| & 

 H¥$n`m Om±M H$a b| {H$ Bg àíZ-nÌ _| 25 àíZ h¢ & 

 H¥$n`m àíZ H$m CÎma {bIZm ewê$ H$aZo go nhbo, àíZ H$m H«$_m§H$ Adí` {bI| & 

 Bg  àíZ-nÌ  H$mo n‹T>Zo Ho$ {bE 15 {_ZQ >H$m g_` {X`m J`m h¡ &  àíZ-nÌ H$m {dVaU nydm©• _| 

10.15 ~Oo {H$`m OmEJm &  10.15 ~Oo go 10.30 ~Oo VH$ N>mÌ Ho$db àíZ-nÌ H$mo n‹T>|Jo Am¡a 
Bg Ad{Y Ho$ Xm¡amZ do CÎma-nwpñVH$m na H$moB© CÎma Zht {bI|Jo & 

 Please check that this question paper contains 7 printed pages. 

 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. 

 Please check that this question paper contains 25 questions. 

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

 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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gm_mÝ` {ZX}e : 

(i) àíZ-nÌ H$mo Ü`mZnyd©H$ n{‹T>E & àË`oH$ IÊS> _| g^r àíZ hb H$aZm A{Zdm`© h¡ & 

narjmWu {Û^mfr _mÜ`_ (A§J«oµOr Am¡a {hÝXr XmoZm|) MwZ gH$Vo h¢, {Og_| nm[a^m{fH$ eãX 
A§J«oµOr _mÜ`_ _| {bIo JE hm| &  

(ii) IÊS> H$ : àíZ g§»`m 1 – 7 A{V-bKyÎmamË_H$ àíZ àË`oH$ EH$-EH$ A§H$ Ho$ h¢ & CZ_| 

àË`oH$ Ho$ CÎma EH$-EH$ dmŠ` _| {bIZm h¡ &  

(iii) IÊS> I : àíZ g§»`m 8 – 14 bKyÎmamË_H$ àíZ àË`oH$ 2 A§H$ Ho$ h¢ & CZHo$ àË`oH$ Ho$ 

CÎma 30  – 40 eãXm| go A{YH$ Z hm| & 

(iv) IÊS> J : àíZ g§»`m 15 – 22 ^r bKyÎmamË_H$ àíZ àË`oH$ 3 A§H$ Ho$ h¢ & CZHo$ àË`oH$ 

Ho$ CÎma 60  – 70 eãXm| go A{YH$ Z hm| & 

(v) IÊS> K : VrZ àíZ 23 – 25 XrK©-CÎmamË_H$ àíZ àË`oH$ 5 A§H$ Ho$ h¢ & CZHo$ àË`oH$ Ho$ 

CÎma 100  – 150 eãXm| go A{YH$ Z hm| & 

General Instructions :  

(i) Read the paper carefully. All questions in each part are compulsory. 

Students may use bilingual mediums (both English and Hindi) for 

writing, in which technical terms should be written in English medium.  

(ii) Part A : Questions no. 1 – 7 are very short-answer questions carrying  

1 mark each. They are required to be answered in one sentence each.  

(iii) Part B : Questions no. 8 – 14 are short-answer questions carrying   

2 marks each. Answer to them should not exceed 30 – 40 words each. 

(iv) Part C : Questions no. 15 – 22 are also short-answer questions carrying   

3 marks each. Answer to them should not exceed 60 – 70 words each. 

(v) Part D : Three questions from 23 – 25 are long-answer questions carrying 

5 marks each. Answer to them should not exceed 100 – 150 words each.      
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IÊS> H$ 

SECTION A 

1. nr.~r.EŠg. (PBX) Š`m h¡ ? 1 

What is PBX ?  

2. JoñQ> \$mo{b`mo (Guest Folio) Š`m h¡ ? 1 

What is Guest Folio ? 

3. ‘Q>Z© Ado [anmoQ>©’ (‘Turn Away Report’) _| ‘Q>Z© Ado’ (‘Turn Away’) go Amn Š`m 
g_PVo h¢ ? 1 

What do you understand by ‘Turn Away’ in the ‘Turn Away Report’ ? 

4. {gQ>r AH$mCÝQ> (City Account) Š`m hmoVm h¡ ? 1 

What is a City Account ? 

5. am{Ì boIm-narjH$ (Night Auditor) Ho$ JwUm| (H$m¡ebm|) na àH$me S>m{bE & 1 

Highlight the skills of a Night Auditor. 

6. âbmoa {b{_Q> Š`m hmoVm h¡ ? 1 

What is a floor limit ? 

7. Q´>¡dbg© MoH$ (Traveller’s Cheque) Ho$ Xmo bm^ Š`m h¢ ? 1 

What are the two advantages of Traveller’s Cheque ? 
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IÊS> I 

SECTION B 

8. B§Q>a\o$g (Interface) Š`m h¡ ? 2 

What is an Interface ? 

9. \«$ÝQ> Am°{\$g H¡${e`a Ho$ hmoQ>b A{V{W`m| go g§~§{YV {H$Ýht Mma H$m`mªo H$mo gyMr~Õ  

H$s{OE & 2 

Enlist any four functions of a Front Office Cashier with regards to hotel 

guests. 

10. hm°Q> {bñQ> (Hot list) Ed§ ãb¡H$ {bñQ> (Black list) _| AÝVa ñnîQ> H$s{OE & 2 

Differentiate between Hot list and Black list. 

11. EH$ Q>obr\$moZ H$m°b dmCMa H$m àmê$n ~ZmBE & 2 

Make a format of Telephone Call Voucher.  

12. Ag§J{V [anmoQ>© (Discrepancy Report) Ûmam Š`m gyMZm àXmZ H$s OmVr h¡ ? 2 

 AWdm 

 _¡ZoOa [anmoQ>© (Manager’s Report) Ûmam Š`m gyMZm àXmZ H$s OmVr h¡ ?   

What is the information provided by a Discrepancy Report ? 

  OR 

What is the information provided in a Manager’s Report ?  

13. Amoda~wqH$J (Overbooking) go Amn Š`m g_PVo h¢ ? 2 

What do you mean by Overbooking ? 
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14. Zmo emo (No Show) Š`m h¡ ? 2 

 AWdm 

 ñbrna (Sleeper) Š`m h¡ ? 

What is No Show ? 

 OR 

What is Sleeper ? 

 

IÊS> J 

SECTION C 

15. {~H«$s Ho$ÝÐ (Point of Sale) H$mo g_PmBE & \«$ÝQ> Am°{\$g H¡${e`a Ho$ {bE BgH$m Š`m 
_hÎd h¡ ? 3 

Explain Point of Sale. What is its importance to the Front Office  

Cashier ? 

16. A{V{W`m| H$mo Xr OmZo dmbr EŠgàog MoH$-AmCQ> (Express Check-out) gw{dYm Ho$ bm^ 
g_PmBE & 3 

Explain the advantages of the Express Check-out facility offered to 

guests. 

17. JoñQ> drH$br {~b (Guest Weekly Bill) Š`m h¡ ? 3 

What is a Guest Weekly Bill ? 

18. AmJ_Z [anmoQ>© (Arrival Report) Š`m h¡ ? \«$ÝQ> Am°{\$g Ho$ {bE `h H¡$go Cn`moJr h¡ ? 3 

What is an Arrival Report ? How is it useful to the Front Office ? 

19. Am°Š`ynoÝgr à{VeV (Occupancy Percentage) H$s JUZm H¡$go H$s OmVr h¡ ? 3 

How is Occupancy Percentage calculated ? 
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20. am{Ì boIm-narjU (Night Audit) H$s à{H«$`m Š`m h¡ ? BgHo$ MaUm| (steps) H$mo {b{IE & 3 

 AWdm 

 am{Ì boIm-narjH$ H$s [anmoQ>© (Night Auditor’s Report) Š`m h¡ ? 

What is the process of Night Audit ? Write down the steps. 

 OR 

What is a Night Auditor’s Report ? 

21. noS> AmCQ> dmCMa (Paid Out Voucher) H$m àmê$n ~ZmBE & 3 

Draw the format of a Paid Out Voucher. 

22. EH$ A{V{W AnZo Xoe H$s _wÐm (currency) H$mo ^maVr` _wÐm (Indian currency) _| 
n[ad{V©V (exchange) H$aZm MmhVm h¡ & Bg pñW{V _§o \«$ÝQ> Am°{\$g H¡${e`a Ûmam {H$g 
à{H«$`m H$m nmbZ {H$`m OmZm Mm{hE ? 3 

AWdm 

 A{V{W Ûmam {ZOr MoH$ (personal cheque) go hmoQ>b Ho$ {~b H$m ^wJVmZ H¡$go {H$`m Om 
gH$Vm h¡ ?  

A guest wants to get the currency of his country exchanged into Indian 

currency. In this case what will be the procedure followed by the Front 

Office Cashier ? 

OR 

How can a guest pay hotel bills by his personal cheque ?  

 

IÊS> K 

SECTION D 

23. {~b Qw> H$ånZr boQ>a (Bill to Company Letter) Š`m h¡ ? hmoQ>bm| _| H$m°nm}aoQ> {~qbJ 
(Corporate Billing) H¡$go H$s OmVr h¡ ? 5 

What is a Bill to Company Letter ? How is Corporate Billing done in 

hotels ? 
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24. S>o{~Q> H$mS>© (Debit Card) Š`m hmoVm h¡ ? BgH$mo à`moJ H$aZo Ho$ bm^ ~VmBE &  5 

What is a debit card ? What are the advantages of using it ?  

25. nr.E_.Eg. (PMS) H$mo n[a^m{fV H$s{OE & EH$ hmoQ>b _| BgHo$ bm^m| H$mo g_PmBE & 5 

 AWdm 

 hmoQ>b _| nr.E_.Eg. (PMS) Ho$ {d{^Þ H$m`mªo (functions) H$m dU©Z H$s{OE & 

Define PMS. Explain its advantages to a hotel. 

 OR 

Describe the various functions of PMS in a hotel. 

    250 


