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H$m`m©b` H$m`©{d{Y Ed§ Aä`mg 

OFFICE PROCEDURE AND PRACTICES 

{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> 4 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 _| >22 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 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. 
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gm_mÝ` {ZX}e : 
(i) àíZ  g§»`m 1 go 10 VH$ Ho$ àíZ Xmo A§H$m| (àË`oH$) Ho$ bKw CÎma dmbo àíZ h¢ & BZ_| go 

àË`oH$ H$m CÎma 30 eãXm| go A{YH$ H$m Zht hmoZm Mm{hE & 
(ii) àíZ  g§»`m 11 go 19 VH$ Ho$ àíZ Mma A§H$m| (àË`oH$) Ho$ h¢, {OZ_| go AmnH$mo {H$Ýht gmV 

Ho$ CÎma XoZo h¢ & BZ_| go àË`oH$ H$m CÎma 70 eãXm| go A{YH$ H$m Zht hmoZm Mm{hE & 
(iii) àíZ  g§»`m 20 go 22 VH$ Ho$ àíZ N>: A§H$m| (àË`oH$) Ho$ h¢, {OZ_| go AmnH$mo {H$Ýht Xmo Ho$ 

CÎma XoZo h¢ & BZ_| go àË`oH$ H$m CÎma 150 eãXm| go A{YH$ H$m Zht hmoZm Mm{hE & 

General Instructions : 

(i) Questions number 1 to 10 are short answer type questions carrying  

two marks each. Answers to these questions should not exceed 30 words 

each. 

(ii) 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. 

(iii) 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. 

^mJ I 

PART I 

1. ‘nmoñQ> ~m°Šg’ H$m Š`m AW© h¡ ?  2 
What is meant by ‘Post Box’ ?  

2. S>mH$ Ho$ÝÐrH$aU Ho$ {H$Ýht Xmo bm^m| H$m CëboI H$s{OE &  2 
State any two advantages of centralisation of mail.    

3. ‘ì`mdgm{`H$ CÎma H$mS>©’ H$m AW© Xr{OE &  2 
Give the meaning of a ‘Business Reply Card’. 

4. ‘\$mBqbJ’ H$m Š`m AW© h¡ ? 2 
What is meant by ‘Filing’ ? 

5. ‘amoH$‹S> a{OñQ>a’ Ho$ {H$Ýht Xmo bm^m| H$m CëboI H$s{OE & 2 
State any two advantages of a ‘Cash Register’.  

6. ‘\o$Šg’ H$m Š`m AW© h¡ ?  2 
What is meant by ‘Fax’ ?    

7. ‘_m¡{IH$ g§Mma’ H$m AW© Xr{OE &  2 
Give the meaning of ‘Oral Communication’. 
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8. Q>obrµ\$moZ g§Xoem| Ho$ ZmoQ> ~ZmZo Ho$ _hÎd Ho$ {H$Ýht Xmo {~ÝXþAm| H$m CëboI H$s{OE &  2 
State any two points of importance of noting of telephone messages.  

9. ‘{ZUm©`H$ _V’ H$m Š`m AW© h¡ ? 2 
What is meant by ‘Casting Vote’ ?  

10. EH$ d¡Y g^m H$s {H$Ýht Xmo Amdí`H$VmAm| H$m CëboI H$s{OE &  2 
State any two requisites of a valid meeting.  

^mJ II 

PART II 

Bg ^mJ _| go {H$Ýht gmV àíZm| Ho$ CÎma Xr{OE & 
Answer any seven questions from this part. 

11. H$mën{ZH$ {ddaUm| H$s ghm`Vm go EH$ dm{f©H$ gm_mÝ` g^m H$s H$m`©gyMr V¡`ma H$s{OE &  4 
With the help of imaginary details draft an agenda for an annual general 

meeting.  

12. g^m Ho$ níMmV² g{Md Ho$ H$Îm©ì`m| H$m CëboI H$s{OE &  4 
State the duties of a Secretary after the meeting.  

13. ‘B©-_ob’ Š`m hmoVm h¡ ? B©-_ob ^oOZo H$s à{H«$`m H$m dU©Z H$s{OE &  4 
What is ‘e-mail’ ? Describe the process of sending e-mail. 

14. B©.nr.E.~r.EŠg. (EPABX) àUmbr Ho$ bm^m| H$mo g_PmBE & 4 

Explain the advantages of EPABX system. 

15. H$m`m©b` _erZrH$aU H$s hm{Z`m| H$m CëboI H$s{OE &  4 

State the disadvantages of office mechanisation. 

16. ‘bonQ>m°n’ Š`m hmoVm h¡ ? AmYw{ZH$ H$m`m©b` Ho$ {bE BgHo$ {H$Ýht Xmo bm^m| H$m CëboI 
H$s{OE &  4 

What is a ‘Laptop’ ? State its any two advantages for a modern office.  

17. AZwH«$_{UH$m Ho$ {d{^Þ àH$mam| H$mo g§jon _| g_PmBE &   4 

Briefly explain the different types of indexing.  
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18. \$mBqbJ H$s {dHo$ÝÐrH¥$V àUmbr Ho$ bm^ VWm hm{Z`m| H$mo g§jon _| ~VmBE &  4 

State briefly the advantages and disadvantages of decentralized system 

of filing.  

19. ì`mdgm{`H$ nÌ Š`m hmoVo h¢ ? ì`mdgm{`H$ nÌ-ì`dhma Ho$ _hÎd H$mo g_PmBE &  4 

What are business letters ? Explain the importance of business 

correspondence. 

^mJ III 

PART III 

Bg ^mJ _| go {H$Ýht Xmo àíZm| Ho$ CÎma Xr{OE & 
Answer any two questions from this part. 

20. {eH$m`Vr VWm {ZnQ>mZ nÌ Š`m| {bIo OmVo h¢ ? g_PmBE & 6 

Why are letters of complaints and settlement written ? Explain.   

21. Xÿa^mf {eîQ>mMma go Amn Š`m g_PVo h¢ ? Xÿa^mf {eîQ>mMma Ho$ _hÎd H$mo g_PmBE & 6 

What do you understand by telephone etiquette ? Explain the importance 

of telephone etiquette. 

22. ~mha ^oOoo OmZo dmbr S>mH$ H$s ì`dñWm H$aZo H$s à{H«$`m H$m dU©Z H$s{OE & 6 

Describe the process of handling outward mails. 
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