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H$m`m©b` H$m`©{d{Y Ed§ Aä`mg 

OFFICE PROCEDURES 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> 8 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 _| >33 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 8 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 33 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 : 

 IÊS> H$ 

(i) àíZ g§»`m 1 go 12 _| go {H$Ýht Xg àíZm| Ho$ CÎma Xr{OE & `o EH$-EH$ A§H$ Ho$ 
~hþ{dH$ënr àíZ h¢ Am¡a AmnH$mo {XE JE {dH$ënm| _| go ghr CÎma H$mo MwZZm h¡ &  

(ii) àíZ g§»`m 13 go 19 _| go {H$Ýht nm±M àíZm| Ho$ CÎma Xr{OE & `o Xmo-Xmo A§H$m| Ho$ A{V 
bKw CÎmar` àíZ h¢ & BZ_| go àË`oH$ H$m CÎma 30 eãXm| go A{YH$ H$m Zht hmoZm Mm{hE & 

(iii) àíZ g§»`m 20 go 26 _| go {H$Ýht nm±M àíZm| Ho$ CÎma Xr{OE & `o VrZ-VrZ A§H$m| Ho$ bKw 
CÎmar` àíZ h¢ & BZ_| go àË`oH$ H$m CÎma 70 eãXm| go A{YH$ H$m Zht hmoZm Mm{hE & 

IÊS> I 

(iv) àíZ g§»`m 27 go 33 _| go {H$Ýht nm±M àíZm| Ho$ CÎma Xr{OE & `o nm±M-nm±M A§H$m| Ho$ XrK© 
CÎmar` àíZ h¢ & BZ_| go àË`oH$ H$m CÎma 150 eãXm| go A{YH$ H$m Zht hmoZm Mm{hE & 

 

General Instructions :  

 

 SECTION A  

(i) 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. 

(ii) 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.  

(iii) 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 

(iv) 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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IÊS> H$ 
SECTION A 

{ZåZ{b{IV ‘| go {H$Ýht Xg àíZm| Ho$ CÎma Xr{OE & 110=10 
Answer any ten of the following questions. 

1. EH$ {ZOr g{Md Ho$ {bE CgH$mo EH$ AÀN>m __________ hmoZm Amdí`H$ h¡ &   
(H$) gwZZo dmbm (I) ì`mnmar 
(J) ì`dgm`r (K) {Ibm‹S>r 
For a private secretary it is necessary to be a good __________ . 

(a) listener (b) trader 

(c) businessman (d) sportsperson 

2. A{YH$mar H$m `mÌm ^Îmm {~b V¡`ma H$aZo H$m Xm{`Ëd __________ H$m hmoVm h¡ &   
(H$) boInmb (I) boInmb ghm`H$ 
(J) {ZOr g{Md (K) MmbH$ 
Preparing the travelling allowance bill of the executive is the 

responsibility of _________ . 

(a) Accountant  (b) Account Assistant  

(c) Private Secretary (d) Driver  

3. nÌm| H$mo {b\$m\o$ Ho$ _________ Ho$ AZwgma _mo‹S>Zm Mm{hE &  
(H$) àH$ma (I) loUr 
(J) a§J (K) AmH$ma 
Letters should be folded according to the ___________ of the envelope.  

(a) Type (b) Category  

(c) Colour (d) Size  

4. S>mH$ H$m {dVaU ___________ Ho$ aIaImd H$m ApÝV_ MaU hmoVm h¡ &  
(H$) OmdH$ S>mH$ 
(I) AmdH$ S>mH$ 
(J) AÝV{d©^mJr` S>mH$  
(K) Cn`w©º$ g^r  
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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5. g^m Ho$ g^mn{V Ûmam ~am~ar H$mo Vmo ‹S>Zo Ho$ {bE {H$`m J`m _VXmZ _________ _VXmZ 
H$hbmVm h¡ &    
(H$) gmdYmZr go {H$`m hþAm ({dMmaH$) (I) {ZUm©`H$ 
(J) Üd{Z (K) à{V{Z{Y 
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  

6. àË`oH$ g^m H$s AÜ`jVm EH$ ___________ Ûmam H$s OmZr Mm{hE &   
(H$) {ZXoeH$ (I) H$ånZr Ho$ _w»` H$m`©H$mar A{YH$mar 
(J) H$ånZr g{Md (K) g^mn{V 
Every meeting must be presided over by a __________ . 

(a) Director  (b) CEO of the company  

(c) Company Secretary  (d) Chairman 

7. {dXoe _| `mÌm Ho$ {bE _________ Amdí`H$ hmoVm h¡ &   

(H$) AmYma (I) nmgnmoQ>©> 

(J) _VXmVm nhMmZ-nÌ (K) S´>mBqdJ bmBg|g 
__________ is necessary to travel abroad.  

(a) Aadhar  (b) Passport  

(c) Voter identity card  (d) Driving licence  

8. dh àboI {Og_| `mÌm H$m {ddaU VWm `moOZm Xr JB© hmoVr h¡, __________ H$hbmVm h¡ &  
(H$) Q´>¡dob JmBS> (I) `mÌmH«$_ 
(J) nmgnmoQ>©> (K) `mÌm _mZ{MÌ 
A document in which details and plans for a journey are given, is called 

___________ . 

(a) Travel Guide (b) Itinerary 

(c) Passport  (d) Travel Map   

9. {H$gr àH$aU Ho$ AmYma na H$s JB© µ\$mBqbJ H$mo __________ µ\$mBqbJ H$hVo h¢ &   

(H$) ^m¡Jmo{bH$ (I) dUm©Zwgma 

(J) {df` (K) g§»`mË_H$ 
Filing on the basis of some topic is called __________ filing.  

(a) geographical  (b) alphabetical  

(c) subject (d) numerical   
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10. àboI na A§{H$V {V{W Ho$ AZwgma àboIm|, àm{ßV`m| VWm AÝ` XñVmdoµOm| Ho$ Am`moOZ H$mo 
__________ H$hVo h¢ &   
(H$) {df` µ\$mBqbJ 
(I) g§»`mË_H$ µ\$mBqbJ  
(J) dUm©Zwgma µ\$mBqbJ 
(K) H$mbH«${_H$ µ\$mBqbJ 
____________ 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  

11. ~¢H$ A{Y{dH$f© H$s pñW{V _| ImVm YmaH$ H$s nmg ~wH$ _________ eof Xem©Vr h¡ &  
(H$) Zm_  
(I) O_m 
(J) Z Vmo Zm_ Am¡a Z hr O_m 
(K) `m Vmo Zm_ `m O_m  
In case of bank overdraft the pass book of the account holder shows 

__________ balance.  

(a) Debit  

(b) Credit  

(c) Neither debit nor credit  

(d) Either debit or credit  

12. _________ ImVo _|, YZam{e H$^r ^r O_m H$s Om gH$Vr h¡ naÝVw AmhaU H$s gr_m hmo 
gH$Vr h¡ &  
(H$) Mmby  
(I) Amd{YH$  
(J) ~MV 
(K) AmdVu 
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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{H$Ýht nm±M àíZm| Ho$ CÎma Xr{OE & 25=10 

Answer any five questions. 

 

13. {H$Ýht Mma g_` Anì`` Ho$ H$maH$m| H$s gyMr ~ZmBE &   

List any four time wasters.  

14. AZwàñW µ\$mBqbJ H$m Š`m AW© h¡ ?   

What is meant by horizontal filing ?  

15. ‘ aob `mÌm’ H$mo g§jon _| g_PmBE &   

Briefly explain ‘Rail Travel’.  

16. Q´>¡dob EOoÝQ> H$m M`Z H$aVo g_` Ü`mZ _| aIo OmZo dmbo {H$Ýht Xmo H$maH$m| H$m C„oI  

H$s{OE &   

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

agent.  

17. ~¢qH$J godmAm| H$m Š`m AW© h¡ ?   

What is meant by banking services ?  

18. ‘Am°ZbmBZ ~¢qH$J’ H$m AW© Xr{OE &   

Give the meaning of ‘Online banking’.  

19. M¡H$ H$m Š`m AW © h¡ ?   

What is meant by a cheque ?  
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{H$Ýht nm±M àíZm| Ho$ CÎma Xr{OE & 35=15 

Answer any five questions. 

20. ì`{º$Ëd {dH$mg Ho$ {bE {H$Ýht N>: `w{º$`m| Ho$ gwPmd Xr{OE &   

Suggest any six tips for personality development.  

21. ‘ñnrS> nmoñQ>’ H$mo g§jon _| g_PmBE &  

Briefly explain ‘Speed Post’.  

22. AZwH«$_{UH$m Ho$ _hÎd Ho$ {H$Ýht VrZ {~ÝXþAm| H$mo g_PmBE &   

Explain any three points of importance of indexing.   

23. g^m H$s ‘H$m`©gyMr’ H$m Š`m AW© h¡ ? Eogr {H$Ýht Mma _Xm| H$m C„oI H$s{OE {OÝh| 

H$m ©̀gyMr _| gpå_{bV {H$`m OmZm Mm{hE &   

What is meant by ‘agenda’ of a meeting ? State any four items that 

should be included in the agenda. 

24. `mÌm ì`dñWm H$aZo hoVw {H$Ýht N>: g§X^© nwñVH$m| AWdm gyMZm Ho$ AÝ` òmoVm| H$s gyMr 

~ZmBE &     

List any six reference books or other sources of information for making 

travel arrangements.  

25. S>o{~Q> H$mS> © VWm H«o${S>Q> H$mS>© Š`m hmoVo h¢ ?  

What are Debit Cards and Credit Cards ?  

26. ‘M¡H$ Ho$ AZmXaU’ H$m Š`m AW© h¡ ?   

What is meant by ‘dishonour of a cheque’ ?  
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IÊS> I 

SECTION B 

 

Bg IÊS> ‘| go {H$Ýht nm±M àíZm| Ho$ CÎma Xr{OE & 55=25 
Answer any five questions from this section. 

27. ‘‘EH$ {ZOr g{Md H$mo g{Mdr` H$m¡ebm| _| àdrU hmoZm Mm{hE &’’ g_PmBE &   
‘‘A private secretary must be up-to-date in secretarial skills.’’ Explain.   

28. ‘‘~‹S>o ì`dgm`m| _| Ohm± S>mH$ H$s _mÌm AË`{YH$ hmoVr h¡, S>mH$ H$mo S>mH$Ka A{YH$m[a`m| go 

àmßV H$aZo H$s {deof ì`dñWmE± H$s OmVr h¢ &’’ BZ ì`dñWmAm| H$mo g_PmBE &   
‘‘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.  

29. nwamZo XñVmdoµOm| H$mo ZîQ> H$aZm Š`m| Amdí`H$ h¡ ?   
Why is it necessary to destroy old records ?  

30. H$m`m©b` Ho$ {bE µ\$mBqbJ Ho$ _hÎd H$mo g_PmBE &  
Explain the importance of filing for an office.  

31. ‘‘{ZOr g{Md H$m `h H$V©ì` h¡ {H$ g^m go g§~§{YV H$m`© _| AnZo A{YH$mar H$s ghm`Vm 

H$ao &’’ Bg H$WZ Ho$ àH$me _| g^m go nyd© {ZOr g{Md Ho$ H$V©ì`m| H$mo ~VmBE &   
‘‘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.   

32. AnZo A{YH$mar Ho$ {bE CgH$s {Xëbr _w»`mb` go h¡Xam~mX VH$ H$s Xmo {Xdgr` `mÌm Ho$ 

{bE EH$ H$mën{ZH$ `mÌmH«$_ V¡`ma H$s{OE &    
Draft an imaginary itinerary for your executive for a trip of two days 

from the headquarters at Delhi to Hyderabad.      

33. ~¢H$ _| Mmby ImVm ImobZo H$s à{H«$`m H$mo g_PmBE &   
Explain the procedure of opening a current account with the bank.  


