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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 — 1

and five questions from Part — 1L including
Q. No. 9 which is compulsory.
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PART -1

"y -1
What is the definition of a Budget ? Also explain
the revised and estimated budget. 3+7
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Who is a Private Secretary ? Discuss the
responsibilities of the Administrative Secretary,.

- 3+7
yrede Aded W@ B ¥ 0 wenattEs el @
fomeTic = fadmm sifT 1

What is Electronic-mail ? State the procedure of

sending e-mail from one person to another. 3+7
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Why are office machines necessary for a modemn

office 7 What factors should be considered while

selecting office machines ? 3+7
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What is meant by office forms ? What is their
utility ?. 5+5
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What is meant by agenda ? Draft an agenda for
the meeting of the sharebolders of a company. 3 + 7
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Briefly discuss the various modern methods of
filing. 10

What is indexing ? State briefly the advantages of

a good system of indexing. 347
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What is meant by office ? Describe the functions
of a modern office. 3+7
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What is mailing service ? Discuss the procedure
of handling ‘Incoming Mail” in a big office. 3+7
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Write notes on (a) Franking Machine and (b)
Centralisation of Mailing Services, 5+5
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9. Write notes on any three of the following : Ix5
(a) Courier Service.
(b) Certificate of Posting.
(¢) Electrostatic Copying.
(d)  Short Message Service
(e) Telephone Answering Machine
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