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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, any questions from Part II
and two questions from Part III including Question No. 9, which is corﬁpulsory.
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Part 1
(4T 1)

1. What is the revised budget ? Also explain the procedure for disposal of old records in

the office. 6+6
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What is the decentralized filing ? Explain the eséentials of good filing system. . 5+7
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Exp'lain the importance of mail in modern Qfﬁce. Also explain how the files are appended
with e-mail. | R ' 6+6
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Part II

(Wt 1)

What do you understand by office equipment ? Explain why are office equipments or machines

necessary for a modern office ? _ 4+8
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What do you mean by control 6f forms ? Also discuss the disadvantages of using office

forms. ' : 5+7
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Write short notes on any two of the following : : 6+6
(a) Purchase Procedure of office stationery
(b) Standardizatién of Stationery
(¢) Filing Equipment.
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Part 111
(ﬁm 1))

Who is a Personal Secretary and how is he/she appointed ? Discuss the responsibilities of :
an administrative Secretary. : ’ 5+7
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State the difference between Pass book and Cheque book issued by bank. What do you
mean by ATM and how it is useful to the common man ? | ' 5+7
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9. Write explanatory notes on any three of the following : : 5+5+5
(@) Dishonoured Cheques .
(b) Alc payee cheque
(¢) Asset Register |
(d) SMS
(e) Courier Service.
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