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Note: Answers may be written either in English or
in Hindi; but the same medium should be
used throughout the paper.
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Attempt any two questions from Part — I
and five questions from Part — I including

Q. No. 9 which is compulsory.
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PART -1 (2 x10)
W -1

What is a bank Credit Card 7 State the
advantages and disadvantages of using the credit

card. 347
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Define the role of ‘Secretary’ recruited in a large
organisation. Also state the qualities you would
look for in a good Secretary. 3+7
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What is e-mail ? What Guidelines should be kept in
mind while writing e-mail message ? 3+7
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PART - 11 (4 x 10)
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Discuss the advantages of office machines. What
factors are to be taken into account for selecting
office machines & equipment for a modern

office ? 3+7
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What are office forms ? Discuss the significance
of office forms.
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Write short notes on the following : 5+5
(a) Agenda and

(b) Minutes of general meetings of shareholders.
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What is filing routine ? Describe the different

steps involved in filing routine. 3+7
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What do you understand by indexing ? Describe
any modern system of indexing. 5+5
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Explain the importance and functions of a
modern business office. 3+7
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Qutline the procedure for handling incoming
matl. 10
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8. Name the various equipments being used in
centralized outward mail section. Explain them in

brief.

3+7
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9. Write short notes on any three of the following :

(a)
(b)
(c)
(d)
(€)

Ix5
Speed post

V.P.P.
Photo copying
Cellular phone

Video-conferencing
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