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ÛúÖµÖÖÔ»ÖµÖ ÛúÖµÖÔ×¾Ö×¬Ö ‹¾ÖÓ †³µÖÖÃÖ 
OFFICE PROCEDURE AND PRACTICES 

 

×®Ö¬ÖÖÔ×¸üŸÖ ÃÖ´ÖµÖ  : 3 ‘ÖÓ™êü †×¬ÖÛúŸÖ´Ö †ÓÛú  : 60 
Time allowed : 3 hours Maximum Marks : 60 

ÃÖÖ´ÖÖ®µÖ ×®Ö¤ìü¿Ö :   

 (i) ¯ÖÏ¿®Ö ÃÖÓÜµÖÖ 1 ÃÖê 10 ŸÖÛú Ûêú ¯ÖÏ¿®Ö ¤üÖê †ÓÛúÖë Ûêú Æïü … ¯ÖÏŸµÖêÛú »Ö‘Öã ˆ¢Ö¸ü ¾ÖÖ»Öê ¯ÖÏ¿®Ö Æïü … ‡®Ö´Öë ÃÖê ¯ÖÏŸµÖêÛú ÛúÖ 
ˆ¢Ö¸ü 30 ¿Ö²¤üÖë ÃÖê †×¬ÖÛú ÛúÖ ®ÖÆüà ÆüÖê®ÖÖ “ÖÖ×Æü‹ … 

 (ii) ¯ÖÏ¿®Ö ÃÖÓÜµÖÖ 11 ÃÖê 19 ŸÖÛú ´Öë ÃÖê ÛúÖê‡Ô ÃÖÖŸÖ ¯ÖÏ¿®Ö Ûêú ˆ¢Ö¸ü ¤üß×•Ö‹ … ¯ÖÏŸµÖêÛú Ûêú “ÖÖ¸ü †ÓÛú Æïü … ‡®Ö´Öë ÃÖê ¯ÖÏŸµÖêÛú 
ÛúÖ ˆ¢Ö¸ü 70 ¿Ö²¤üÖë ÃÖê †×¬ÖÛú ÛúÖ ®ÖÆüà ÆüÖê®ÖÖ “ÖÖ×Æü‹ … 

 (iii) ¯ÖÏ¿®Ö ÃÖÓÜµÖÖ 20 ÃÖê 22 ŸÖÛú ´Öë ÃÖê ÛúÖê‡Ô ¤üÖê ¯ÖÏ¿®Ö Ûêú ˆ¢Ö¸ü ¤üß×•Ö‹ … ¯ÖÏŸµÖêÛú Ûêú ”û:ü †ÓÛú Æïü … ‡®Ö´Öë ÃÖê ¯ÖÏŸµÖêÛú 
ÛúÖ ˆ¢Ö¸ü 150 ¿Ö²¤üÖë ÃÖê †×¬ÖÛú ÛúÖ ®ÖÆüà ÆüÖê®ÖÖ “ÖÖ×Æü‹ … 

• Ûéú¯ÖµÖÖ •ÖÖÑ“Ö Ûú¸ü »Öë ×Ûú ‡ÃÖ ¯ÖÏ¿®Ö-¯Ö¡Ö ´Öë ´Öã×¦üŸÖ ¯ÖéÂšü 4 Æïü …  
• ¯ÖÏ¿®Ö-¯Ö¡Ö ´Öë ¤üÖ×Æü®Öê ÆüÖ£Ö Ûúß †Öê¸ü ×¤ü‹ ÝÖ‹ ÛúÖê›ü ®Ö´²Ö¸ü ÛúÖê ”ûÖ¡Ö ˆ¢Ö¸ü-¯Öã×ÃŸÖÛúÖ Ûêú ´ÖãÜÖ-¯ÖéÂšü ¯Ö¸ü ×»ÖÜÖë …  
• Ûéú¯ÖµÖÖ •ÖÖÑ“Ö Ûú¸ü »Öë ×Ûú ‡ÃÖ ¯ÖÏ¿®Ö-¯Ö¡Ö ´Öë 22 ¯ÖÏ¿®Ö Æïü …  
• Ûéú¯ÖµÖÖ ¯ÖÏ¿®Ö ÛúÖ ˆ¢Ö¸ü ×»ÖÜÖ®ÖÖ ¿Öãºþ Ûú¸ü®Öê ÃÖê ¯ÖÆü»Öê, ¯ÖÏ¿®Ö ÛúÖ ÛÎú´ÖÖÓÛú †¾Ö¿µÖ ×»ÖÜÖë …  
• ‡ÃÖ ¯ÖÏ¿®Ö-¯Ö¡Ö ÛúÖê ¯ÖœÌü®Öê Ûêú ×»Ö‹ 15 ×´Ö®Ö™ü ÛúÖ ÃÖ´ÖµÖ ×¤üµÖÖ ÝÖµÖÖ Æîü … ¯ÖÏ¿®Ö-¯Ö¡Ö ÛúÖ ×¾ÖŸÖ¸üÞÖ ¯Öæ¾ÖÖÔÆËü®Ö ´Öë 10.15 ²Ö•Öê 

×ÛúµÖÖ •ÖÖµÖêÝÖÖ … 10.15 ²Ö•Öê ÃÖê 10.30 ²Ö•Öê ŸÖÛú ”ûÖ¡Ö Ûêú¾Ö»Ö ¯ÖÏ¿®Ö-¯Ö¡Ö ÛúÖê ¯ÖœÌëüÝÖê †Öî¸ü ‡ÃÖ †¾Ö×¬Ö Ûêú ¤üÖî¸üÖ®Ö ¾Öê 
ˆ¢Ö¸ü-¯Öã×ÃŸÖÛúÖ ¯Ö¸ü ÛúÖê‡Ô ˆ¢Ö¸ü ®ÖÆüà ×»ÖÜÖëÝÖê …  

• Please check that this question paper contains 4 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 22 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. 

ÛúÖê›ü ®ÖÓ. 
Code No.  194/1

¯Ö¸üßõÖÖ£Öá ÛúÖê›ü ÛúÖê ˆ¢Ö¸ü-¯Öã×ÃŸÖÛúÖ Ûêú ´ÖãÜÖ-¯ÖéÂšü 
¯Ö¸ü †¾Ö¿µÖ ×»ÖÜÖë … 
Candidates must write the Code on 
the title page of the answer-book. 

 Series :  ONS/1 

SET – 4
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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 

 (ii) 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. 

 
³ÖÖÝÖ – I  

PART – I 
1. ‘†Ö¾ÖÛú ›üÖÛú’ ŸÖ£ÖÖ ‘•ÖÖ¾ÖÛú ›üÖÛú’ ÃÖê †Ö¯Ö ŒµÖÖ ÃÖ´Ö—ÖŸÖê Æïü ? 2 
 What do you mean by inward mail and outward mail ? 
 
2. ¯Ö¡Ö ÜÖÖê»Ö®Öê Ûúß ´Ö¿Öß®Ö Ûúß ˆ¯ÖµÖÖê×ÝÖŸÖÖ ÛúÖê ÃÖ´Ö—ÖÖ‡‹ …  2 
 Explain the utility of a letter opening machine. 
 
3. ±úÖ‡»ÖÖë Ûêú ¾ÖÝÖáÛú¸üÞÖ Ûúß ×Ûú®Æüà “ÖÖ¸ü ×¾Ö×¬ÖµÖÖë Ûêú ®ÖÖ´Ö ×»Ö×ÜÖ‹ …  2 
 Name any four methods of classification of files. 
 
4. ¯Öã¸üÖ®Öê ×¸üÛúÖ›üÖí Ûúß ”Óû™üÖ‡Ô ŒµÖÖë Ûú¸ü ¤êü®Öß “ÖÖ×Æü‹ ?  2 
 Why should old records be weeded out ? 
 
5. ®ÖÖê™ü ×ÝÖ®Ö®Öê Ûúß ´Ö¿Öß®Ö Ûêú »ÖÖ³Ö ²ÖŸÖÖ‡µÖê …  2 
 State the advantages of a Note Counting Machine. 
 
6. ™üÖ‡´Ö ×¸üÛúÖ›Ôü¸ü ÛúÖ ¯ÖÏµÖÖêÝÖ ×ÛúÃÖ ÛúÖµÖÔ Ûêú ×»Ö‹ ×ÛúµÖÖ •ÖÖŸÖÖ Æîü ? 2 
 For what purpose is a Time Recorder used ? 
 
7. ‹Ûú ÛúÖµÖÖÔ»ÖµÖ ´Öë †Ö®ŸÖ×¸üÛú ÃÖÓ¯ÖÏêÂÖÞÖ Ûúß †Ö¾Ö¿µÖÛúŸÖÖ ÛúÖê ÃÖÓõÖê¯Ö ´Öë ÃÖ´Ö—ÖÖ‡‹ …  2 
 Explain the need of internal communication in an office. 
 
8. ÃÖÓ¿ÖÖê¬Ö®Ö ÃÖã—ÖÖ¾Ö µÖÖ ¯ÖÏÃŸÖÖ¾Ö ŒµÖÖ ÆüÖêŸÖÖ Æîü ? 2 
 What is an Amendment Motion ? 
 
9. ‹Ûú ÃÖ³ÖÖ Ûêú “ÖîµÖ¸ü´Öî®Ö Ûêú ¤üÖê †×¬ÖÛúÖ¸üÖëü ÛúÖ ˆ»»ÖêÜÖ Ûúß×•Ö‹ …  2 
 State two rights of the Chairman of a meeting. 
 
10. ×ÛúÃÖß ÃÖ³ÖÖ Ûêú Ã£ÖÝÖ®Ö ÃÖê †Ö¯Ö ŒµÖÖ ÃÖ´Ö—ÖŸÖê Æïü ? 2 
 What do you mean by adjournment of a meeting ?  
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³ÖÖÝÖ – II 

PART – II 
 ‡ÃÖ ³ÖÖÝÖ ´Öë ÃÖê ×Ûú®Æüà ÃÖÖŸÖ ¯ÖÏ¿®ÖÖë Ûêú ˆ¢Ö¸ü ¤üß×•Ö‹ : 

 Answer any seven questions from this part : 
 

11. †Ö¯ÖÛúÖê †¯Ö®Öê ÛúÖµÖÖÔ»ÖµÖ Ûêú ×»ÖµÖê ‹Ûú ±úÖê™üÖêÛúÖòØ¯ÖÝÖ ´Ö¿Öß®Ö “Öã®Ö®Öê ÛúÖê ÛúÆüÖ ÝÖµÖÖ Æîü … ‡ÃÖÛêú ×»ÖµÖê †Ö¯Ö ×Ûú®Ö ²ÖÖŸÖÖë 
¯Ö¸ü ×¾Ö“ÖÖ¸ü Ûú¸ëüÝÖê ?  4 

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

 
12. ÃÖ´Ö—ÖÖ‡‹ ×Ûú †²Ö ¯ÖÏŸµÖêÛú ÛúÖµÖÖÔ»ÖµÖ Ûêú ×»Ö‹ Ûú´¯µÖæ™ü¸ü ¸üÜÖ®ÖÖ ŒµÖÖë †Ö¾Ö¿µÖÛú ÆüÖê ÝÖµÖÖ Æîü ? 4 

 Explain why it has now become necessary for every office to have a computer ? 
 
13. ‹Ûú ÃÖ³ÖÖ Ûêú ÃÖ´ÖµÖ ×Ûú‹ •ÖÖ®Öê ¾ÖÖ»Öê ‹Ûú Ûú´¯Ö®Öß ÃÖ×“Ö¾Ö Ûêú “ÖÖ¸ü Ûú¢ÖÔ¾µÖÖë ÛúÖ ˆ»»ÖêÜÖ Ûúß×•Ö‹ …  4 

 State four duties of a secretary to be performed during a meeting. 
 
14. ‹Ûú ÃÖ³ÖÖ Ûúß ¯Öæ¾ÖÔ ÃÖæ“Ö®ÖÖ ŒµÖÖë ¤üß •ÖÖ®Öß “ÖÖ×Æü‹ ? ‡ÃÖ ÃÖæ“Ö®ÖÖ ´Öë ŒµÖÖ-ŒµÖÖ ²ÖÖŸÖë ¤üß •ÖÖ®Öß “ÖÖ×Æü‹ ? 4  

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

 
15. ‘±îúŒÃÖ’ ÛúÖ †£ÖÔ ¾Ö »ÖÖ³Ö ²ÖŸÖÖ‡‹ …  4 

 State the meaning and advantages of FAX. 
 
16. ‡Ó™ü¸ü®Öê™ü ŒµÖÖ ÆüÖêŸÖÖ Æîü ? ‡ÃÖÛêú »ÖÖ³Ö ²ÖŸÖÖ‡µÖê …  4 

 What is Internet ? Give its advantages. 
 
17. ×®Ö´®Ö×»Ö×ÜÖŸÖ ´Öë ÃÖê ×Ûú®Æüà ¤üÖê ÛúÖê ÃÖ´Ö—ÖÖ‡‹ : 4 

 (Ûú) ¯ÖÏ×ŸÖ¯Öã¹ýÂÖ (¯ÖÏÖòŒÃÖß) 

 (ÜÖ) ÝÖÞÖ¯ÖæÙŸÖ  

 (ÝÖ) ×ÛúÃÖß ÃÖ³ÖÖ Ûúß ÛúÖµÖÔ¾ÖÖÆüß Ûêú ÃÖæõ´Ö  

 Explain any two of the following : 
 (a) Proxy 
 (b) Quorum 
 (c) Minutes of the proceedings of a meeting 
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18. ‹Ûú †“”ûÖ ¾µÖÖ¾ÖÃÖÖ×µÖÛú ¯Ö¡Ö ×ÛúÃÖê ÛúÆüŸÖê Æïü ?  4 

 Which one is called a good business letter ? 
     
19. ÛúÖ›Ôü †®ÖãÛÎú´Ö×ÞÖÛúÖ ŒµÖÖ Æîü ? ÛúÖ›Ôü †®ÖãÛÎú´Ö×ÞÖÛúÖ Ûêú “ÖÖ¸ü »ÖÖ³ÖÖë ÛúÖ ˆ»»ÖêÜÖ Ûúß×•Ö‹ …  4 

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

³ÖÖÝÖ – III 
PART – III 

 ‡ÃÖ ³ÖÖÝÖ ´Öë ÃÖê ×Ûú®Æüà ¤üÖê ¯ÖÏ¿®ÖÖë Ûêú ˆ¢Ö¸ü ¤üß×•Ö‹ : 

 Answer any two questions from this part : 
  
20. ×»Ö×ÜÖŸÖ ÃÖ´¯ÖÏêÂÖÞÖ Ûêú ÝÖãÞÖÖë ‹¾ÖÓ †¾ÖÝÖãÞÖÖë ÛúÖê ÃÖ´Ö—ÖÖ‡µÖê …  6 
 Explain the merits and demerits of written communication. 
 
21. ±úÖ‡Ø»ÖÝÖ ÃÖê †Ö¯Ö ŒµÖÖ ÃÖ´Ö—ÖŸÖê Æîü ? ¯Ö¡ÖÖë ÛúÖê ±úÖ‡»Ö ŒµÖÖë ×ÛúµÖÖ •ÖÖŸÖÖ Æîü ? ‹Ûú †“”ûß ±úÖ‡»Ö ¯ÖÏÞÖÖ»Öß Ûêú »ÖõÖÞÖ 

²ÖŸÖÖ‡‹ …    6 
 What do you mean by filing ? Why are letters filed ? State the characteristics of a good 

filing system. 
 

22. ×®Ö´®Ö×»Ö×ÜÖŸÖ ´Öë ÃÖê ×Ûú®Æüà “ÖÖ¸ü ÛúÖê ÃÖ´Ö—ÖÖ‡µÖê : 6 
 (i) Ûêú®¦üßÛéúŸÖ ›üÖÛú ¾µÖ¾ÖÃ£ÖÖ  

 (ii) ±ÏëúØÛúÝÖ ´Ö¿Öß®Ö  

 (iii) ²Öß×´ÖŸÖ ›üÖÛú  

 (iv) Ã¯Öß›ü ¯ÖÖêÃ™ü  

 (v) ¯ÖÖêÃ™ü ²ÖÖòŒÃÖ ®Ö´²Ö¸ü  

 (vi) ›üÖÛú‘Ö¸ü ×®Ö¤ìü×¿ÖÛúÖ (¯ÖÖêÃ™ü †Öò×±úÃÖ ÝÖÖ‡›ü)  

 Explain any four of the following : 
 (i) Centralized Mail System 
 (ii) Franking Machine 
 (iii) Insured Post 
 (iv) Speed Post 
 (v) Post box Number 
 (vi) Post Office Guide 


