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SECTION A

Answer any ten questions from questions no. 1 to 12. These are multiple
choice questions carrying one mark each and you have to choose the
correct answer out of the given alternatives.

Answer any five questions from questions no. 13 to 19. These are very
short answer type questions carrying two marks each. Answer to these
should not exceed 30 words each.

Answer any five questions from questions no. 20 to 26. These are short
answer type questions carrying three marks each. Answer to these should
not exceed 70 words each.

SECTION B

Answer any five questions from questions no. 27 to 33. These are long
answer type questions carrying five marks each. Answer to these should
not exceed 150 words each.
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SECTION A
fAleTiaa 4 @ g a1 3ol & I’ &Il | 1x10=10
Answer any ten of the following questions.
1. U fsit gfua & T 3ueh! w3 1=a BT a9 7 |
(%) G Tl (@) =
(1) wEEEE (%) feard
For a private secretary it is necessary to be a good
(a) listener (b)  trader
(c) businessman (d)  sportsperson
2.  IAIHR A1 IET 9T fod AR R T SR T BT 7 |
(%) <EU (@) @I Ggr®
CEREEIRIEE] G INED

Preparing the travelling allowance bill of the executive is the
responsibility of

(a) Accountant (b) Account Assistant
(c) Private Secretary (d)  Driver
3. Ul %l fA% & % ITAR HIeT AT |
() TR (@) soft
@ W (9) AR
Letters should be folded according to the of the envelope.
(a) Type (b)  Category
(c) Colour (d) Size
4. T & faaom o TEETd T A7 =7 BT 8 |

(%) SIGh STh

(@) 37Eh Sk

(M) Irafduri s

(7) S wf

Distribution of the mail is the last step in the handling of
(a)  Outward mail

(b) Inward mail

(c) Inter-departmental mail
(d)  All of the above
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YT & UG g0 ST ol digd o faq fomam T dde AdeH
HEAT 2 |

(%) w@Egr | e gen (fommes) (@) fAortess

(M) @ (m) it

The vote cast by the Chairman of the meeting to break the tie is known
as vote.

(a)  Deliberative (b)  Casting
(c) Voice (d)  Proxy
ek GHT <hl ITEITAT Teh R <hl ST =T |
(%) fHesen (@) T o GEF HIERR SATTHR
() o gt (a)  umafd
Every meeting must be presided over by a .
(a)  Director (b)  CEO of the company
(c) Company Secretary (d) Chairman
fogmasmesfan_ @k s g |
(%) MER (@) drEdre
(1) AdETT TEH-T (%) grsfem emsEE
is necessary to travel abroad.
(a) Aadhar (b)  Passport
(¢)  Voter identity card (d)  Driving licence
I8 Jorg o A w1 e qer e € S B B, HEATl 7 |
(%) gaet MEE (W) TR
(M) umEde (F) I g
A document in which details and plans for a journey are given, is called
ml Guide (b)  Itinerary
(c) Passport (d)  Travel Map
Topeft TRt & TR W T TS rgfenT i HISfeTT had & |
(%) e (@) auigaR
(M fow (9) wETeHh
Filing on the basis of some topic is called __ filing.
(a)  geographical (b)  alphabetical
(c) subject (d)  numerical
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Jorg W Afeha fafer o SA7OR Jorgl, wiftaai qen 7= g&ardsil & SRS ol
I <

(%) fowa wrsfam

(@) U&ICHS BISfetT

(M) SUgER Brgferm

(9)  hIcTshitieh HISferT

means organising documents, receipts and other records
using the date on the document.

(a)  Subject filing

(b)  Numerical filing

(c) Alphabetical filing

(d)  Chronological filing

do arffoend A frfa A @aT s Hiudgeh A9 gwidl B |

(%) =™

(@) S

() T A I T g S

(F) =1 Qr A A S

In case of bank overdraft the pass book of the account holder shows

G 4

o

balance.
(a) Debit
(b)  Credit

(¢) Neither debit nor credit
(d) Either debit or credit

Trd o, gaafsn st off SE A A1 FeRdl 8 W ST <kl Hi |
TRl B |
(%) =
(@) smafes
(M) ==d
CYEEICKIl
In account, money can be deposited at any time but
withdrawals may be limited.

(a)  Current

(b)  Fixed deposit
(c) Savings

(d)  Recurring
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Answer any five questions.

13. Tr-gi TR THY 319 o I i A SHET |

List any four time wasters.

14.  3THY BRI &1 941 379 g ?
What is meant by horizontal filing ?

15. T A0 I e § sy |
Briefly explain ‘Rail Travel’.

16. 39 Ule ol =39 hid THI & H W W a1 foheal & Il &1 3g@
$||:_T|Q |

State any two factors that should be kept in mind while selecting a travel

agent.

17.  Sfer 9aisti o1 =1 319 3 2

What is meant by banking services ?

18.  ‘3TicTea dfeRr <kt 379 difSu |

Give the meaning of ‘Online banking’.

19. <% o1 1 7 B ?
What is meant by a cheque ?
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Answer any five questions.

20. Afhea o & fou fordl ©: gheat & gama €T |

Suggest any six tips for personality development.

21. ‘vdie U’ ! HaY H TSy |
Briefly explain ‘Speed Post’.

22.  IIHANTH & We & fohedl i fargatl =t wmgmsy |

Explain any three points of importance of indexing.

23. 99T h DR w1 w1 7d 7 ? WH TRl IR #wEl w1 3Ig@ S e
HEE § "iFrkfad foran ST =fe |
What is meant by ‘agenda’ of a meeting ? State any four items that

should be included in the agenda.

24, I ATl HH 7q fohral ©: HeH JEahl T AT % I Grdl hl FH
ELIE U
List any six reference books or other sources of information for making

travel arrangements.

25. 2fde SIS qAT shige IS w1 3 8 ?
What are Debit Cards and Credit Cards ?

26. < % M 1 w1 37 7 2

What is meant by ‘dishonour of a cheque’ ?
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SECTION B

39 @UE 7 G (g1 gier 3971 & IR T | 5x5=25

Answer any five questions from this section.

27.

28.

29.

30.

31.

32.

33.
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“Te Tt Gfea 1 AfE el § T g1 A1eY |7 SHesy |

“A private secretary must be up-to-date in secretarial skills.” Explain.

“Fe HaErE U W&l ek i T STcARIH Bd) 8, STk i SREL ARG §
Ted A bl oy sxaemd hl STl 8 17 59 SFaEtaT bl THeEy |

“In big businesses where the quantum of mail is too much, special
arrangements are made for receiving the mail from the post office
authorities.” Explain these arrangements.

T EEATS ! TS ST 1 STE7Th & 2

Why is it necessary to destroy old records ?

R o T BT & Agw w G9TsT |

Explain the importance of filing for an office.

“fret afea o1 I8 *dex B 75 T O Tefd & o 30 ARG 61 g
H |7 38 HYT % TR H 91 ¥ gd fefl wfaa & wdeat b S |

“It is the duty of the private secretary to assist his/her executive in the
performance of secretarial work relating to the meeting.” In the light of
this statement, state the duties of a private secretary before the meeting.

I PR & foTu Imeht feeht gEaTer & BeueTg as 61 o1 feadfis amn =+

fTU Ueh HTeuleh ITTEHA IR HIFY |
Draft an imaginary itinerary for your executive for a trip of two days
from the headquarters at Delhi to Hyderabad.

Seh T e WA Wi hl TfshaT i FHST |

Explain the procedure of opening a current account with the bank.
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