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Series FGHE/C  Set-4 

  àíZ-nÌ H$moS>       
 Q.P. Code  

amob Z§. 
Roll No. 

   
 

H$m`m©b` à{H«$`mE± VWm Aä`mg/ì`dhma 
OFFICE PROCEDURES & PRACTICES 

: 3 : 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> 15 h¢ & 
 àíZ-nÌ _| Xm{hZo hmW H$s Amoa {XE JE àíZ-nÌ H$moS H$mo narjmWu CÎma-nwpñVH$m Ho$ 

_wI-n¥>ð> na {bI| & 
 H¥$n`m Om±M H$a b| {H$ Bg àíZ-nÌ _| >24 àíZ h¢ & 
 H¥$n`m àíZ H$m CÎma {bIZm ewê$ H$aZo go nhbo, CÎma-nwpñVH$m _| àíZ H$m H«$_m§H$ 

Adí` {bI| & 
 Bg  àíZ-nÌ  15 {_ZQ >H$m g_` {X`m J`m h¡ &  àíZ-nÌ H$m {dVaU 

10.15 ~Oo {H$`m OmEJm &  10.15 ~Oo go 10.30 ~Oo VH$ N>mÌ Ho$db  
àíZ- -nwpñVH$m na H$moB© CÎma Zht {bI|Jo & 

 Please check that this question paper contains 15 printed pages. 
 Q.P. Code 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 24 questions. 
 Please write down the serial number of the question in the  

answer-book 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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: 

(i) 

(ii) 24 : 

(iii) 

(iv) (6 + 18) = 24 3 
(6 + 11) = 17 

(v) 

(vi) : 30 :

 (a) 6  

(b) 

(c) 

(d)  

(vii) : 30 : 

 (a) 18  

(b) 11 

(c) 

(d)   

IÊS> H$  $ 

(dñVw{ZîR> àíZ)  (30 A§H$) 

1. amoµOJma H$m¡eb na {XE JE 6 àíZm| _| go {H$Ýht 4 àíZm| Ho$ CÎma Xr{OE &  4 1=4 

(i) Am{lV  ì`{º$Ëd H$m ___________ hmoVm h¡ &     

(ii) _________ CÚ_r ~ZZo  EH$ ~mYm h¡ &  

(iii) {ZUm©̀ H$Vm  H$mo CÚ_r H$s j_Vm Ho$ ê$n _| g_PmBE &  
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General Instructions : 

(i) Please read the instructions carefully. 

(ii) This question paper consists of 24 questions in two Sections : Section A 
and Section B.  

(iii) Section A has Objective Type Questions whereas Section B contains 
Subjective Type Questions.  

(iv) Out of the given (6 + 18) = 24 questions, a candidate has to answer  
(6 + 11) = 17 questions in the allotted (maximum) time of 3 hours.  

(v) All questions of a particular section must be attempted in the correct 
order. 

(vi) Section A  : Objective Type Questions (30 marks) :  

(a) This section has 6 questions.  

(b) There is no negative marking.  

(c) Do as per the instructions given. 

(d) Marks allotted are mentioned against each question/part.  

(vii) Section B : Subjective Type Questions (30 marks) :  

(a) This section has 18 questions.  

(b) A candidate has to do 11 questions.  

(c) Do as per the instructions given.  

(d) Marks allotted are mentioned against each question/part.  

Section A 

                                             (Objective Type Questions)                       (30 Marks) 

1. Answer any 4 questions out of the given 6 questions on Employability 

Skills.  4 1=4 

(i) Dependent  is a personality __________.  

(ii) _________ is a barrier to becoming an entrepreneur.  

(iii) Explain decisiveness  as a competency of an entrepreneur.  
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(iv) Calc _| \$m°_y©bm _________ go Amaå^ hmoVm h¡ &   

(v) àoOoÝQ>oeZ god H$aZo H ?  

(vi) _________ àoaUm H$m EH$ òmoV h¡ & 

2. {XE JE 7 àíZm| _| go {H$Ýht 5 àíZm| Ho$ CÎma Xr{OE &  5 1=5 

(i) ~¡R>H$ H$m Am`moOZ _V ôX, «̂_ VWm Agh_{V H$m g_mYmZ H$aZo Ho$ {bE ^r {H$`m 

Om gH$Vm h¡ & (ghr/µJbV)   

(ii) Zo/g_` à~ÝYZ H$s VH$ZrH$ h¡ ?   

 (a) C{MV {XZM`m© {dH${gV H$aZm   

 (b) Aì`dpñWV S>oñH$  

 (c)   

 (d) {ZU©̀  boZo _| Ag_W©Vm     

(iii) {H$gr {d{eîQ> H$maU Am¡a {ZYm©[aV g_` Ho$ {bE {H$gr Xoe _| `mÌm Ho$ {bE br JB© 

Am¡nMm[aH$ AZw_{V _________ H$hbmVr h¡ &   

(iv) \$mBbm| H$m dJuH$aU _________ Ho$ {bE {H$`m OmVm h¡ &   

(v) nÌm| VWm 
AZwgyMr VWm ZmedmZ dñVwAm| Am¡a XdmB`m| Ho$ {dVaU H$s ^r gw{dYm H$m Zm_ 

__________ h¡ &  

(vi) Cn^moº$m H$mo Omar {H$`m J`m ŵJVmZ H$mS>© Omo Cgo dñVwAm| Am¡a godmAm| H$m ŵJVmZ 
H$aZo Ho$ dmXo Ho$ AmYma na ŵJVmZ H$aZo H$s AZw_{V XoVm h¡ ___________ 

H$hbmVm h¡ &   

(vii) AmdH$ S>mH$ H$mo A{^{b{IV H$aZo Ho$ {bE ~Zm`m J`m a{OñQ>a __________ 

H$hbmVm h¡ &   
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(iv) A formula in Calc starts with a ______ sign.   

(v) What is the correct step to save a presentation ? 

(vi) ________ is a source of motivation.  

2. Answer any 5 out of the given 7 questions.  5 1=5 

(i) A meeting may be organised to resolve conflicts, confusion and 

disagreements.  (True/False) 

(ii) Which of these is a time saver/time management technique ? 

 (a) Developing a proper routine  

 (b) Untidy desk 

 (c) Slow reading  

 (d) Inability to make decisions 

(iii) A formal permission to travel to a country for a specific reason and 

for a stipulated amount of time is called __________.    

(iv) Classification of files is done in order to _________.  

(v) A high speed express service for letters and documents, having 

committed delivery schedules, delivery of even perishable items and 

medicines is called __________.  

(vi) A payment card issued to a user allowing him to pay for goods and 

services based on the promise to pay for them is called a __________. 

(vii) The register used to maintain record of all incoming mail is called 

__________.  
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3. {XE JE 7 àíZm| _| go {H$Ýht 6 àíZm| Ho$ CÎma Xr{OE &  6 1=6 

(i) mZ Ho$ H$maU hmoZo dmbr WH$mZ Am¡a AÝ¶ emar[aH$ 

à^md H$mo __________ H$hVo h¢ &    

(ii) dh à{H«$`m {Og_| H$mJµO T>Zo H$s Ñ{îQ> go ëS>a _| aIZo 

Ho$ ~Om` H$mJµO Ho$ [aH$m°S>© ñH¡$Z H$aHo$ Bbo °{ZH$ ê$n go N>{d`m| H$mo aIm OmVm h¡ 

____________ H$hbmVr h¡ &     

(iii) àñVmd H$mo Am¡nMm[aH$ ê$n go ~¡R>H$ Ho$ gm_Zo àñVwV H$aZo go nhbo Cg na {H$gr 

AÝ¶ gXñ¶ Ûmam AZw Amdí`H$ h¡ & (ghr/µJbV) 

(iv) ____________ g{Md H$m EH$ {ZOr JwU h¡ &  

(v) ^maVr` énE H$s _m¡{ÐH$ Zr{V H$mo {Z §̀{ÌV H$aZo dmbm ^maV H$m H|$Ðr` ~¢qH$J 

g§ñWmZ _________ h¡ &  

(vi) Am{YH$m[aH$ `m gaH$mar H$m ©̀ na ^maV H$m à{V{Z{YËd H$aZo dmbo ì`{º$ H$mo {H$g 

a§J H$m Am{YH$m[aH$ nmgnmoQ>© Omar {H$`m OmVm h¡ ?   

(vii) S>mH$ Ho$ _mÜ`_ go ôOo OmZo dmbo àË òH$ {b\$m\o$ na bJmE OmZo dmbo S>mH$ {Q>H$Q>m| 

H$m ghr _yë` OmZZo VWm AmH$bZ H$aZo ?  

4. {XE JE 6 àíZm| _| go {H$Ýht 5 àíZm| Ho$ CÎma Xr{OE &  5 1=5 

(i) ~¡R>H$ _| {H$E OmZo dmbo H$m`m] H$s gyMr __________ H$hbmVr h¡ &  

(ii) O~ Bb| {deof ê$n go ~ZmB© JB© XamOm| _|, EH$ Ho$ ~mX EH$ aIr OmVr h¢ Vm{H$ 

gmBS> bo~b h_oem gm_Zo aho, Cgo ___________ \$mBqbJ H$hVo h¢ &      

(iii) Am{YH$m[aH$ Xm¡ao na OmZo go nhbo Amdí`H$ A{J«_ AmhaU Ho$ {bE ^am OmZo dmbm 

\$m°_©, {Og_| `mÌm H$m nyam {ddaU {X`m OmVm h¡, ___________ H$hbmVm h¡ &  
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3. Answer any 6 out of the given 7 questions.  6 1=6 

(i) Extreme tiredness and other physical effects after a long flight 

across several time zones is called _________.   

(ii) The process in which all paper records are scanned and images 

stored electronically instead of keeping them in folders with a view 

to move towards paperless office is called __________.   

(iii) A motion needs to be seconded by another member before it can be 

formally put before a meeting. (True/False)   

(iv) ____________ is a personal quality of a secretary.  

(v) which controls the monetary 

policy of the Indian Rupee is __________.  

(vi) In which colour is official passport issued to individuals representing 

India on government or official business ? 

(vii) How do you know or calculate the correct amount of postage stamps 

to be affixed on every envelope to be sent through post ?  

4. Answer any 5 out of the given 6 questions.  5 1=5 

(i) List of business to be transacted at a meeting is called _________.  

(ii) When files are kept in specially made drawers, one behind the other 

so that side label is always in the front, it is called ________ filing.   

(iii) A form filled with complete details of journey to be undertaken, to 

draw necessary advance before leaving for official tour is called 

_________ form.   
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(iv) ŵJVmZ H$aZo dmbo ~¢H$a Ûmam MoH$ H$m ŵJVmZ Z H$aZo Ho$ H$maU ~VmZo hþE [aQ>Z© 
_o_mo Ho$ gmW ŵJVmZ Z H$aZm MoH$ H$m __________ H$hbmVm h¡ & 

 (a) An_mZ (b) Adkm 
 (c) g§{dVaU   (d) AZmXa   

(v) Amn {Og Vah go ~mV H$aVo h¢, {Og ^mfm H$m à`moJ H$aVo h¢, {Og bhµOo _| ~mV| 
H$hr OmVr h¢, `h AmnHo$ ì`dhma H$mo Xem©Vm h¡ & BgH$m g§X ©̂ {eîQ>mMma Am¡a 
VhµOr~ go h¡ Omo ì`{º$Ëd Ho$ {dH$mg H$m A{Zdm ©̀ A§J h¡ & (ghr/µJbV) 

(vi) ~¢H$ H$m EH$ ImVm, Omo Am_Vm¡a na ì`dgm{``m| Ûmam Imobm OmVm h¡, {Og_| EH$ 
{XZ _| O_m Am¡a {ZH$mgr H$s g§»`m na H$moB© à{V~§Y Zht hmoVm, __________ 
ImVm H$hbmVm h¡ &  

5. {XE JE 6 àíZm| _| go {H$Ýht 5 àíZm| Ho$ CÎma Xr{OE &  5 1=5 

(i) A{Y{dH$f© (AmodaS´>mâQ>) ?  

(ii) {ZåZ{b{IV _| go H$m¡Z-gm XñVmdoµO Kaoby `mÌm Ho$ {bE d¡Y AmB©.S>r. ày\$    
h¡ ?   

 (a) dmoQ>a H$mS>©   
 (b) gaH$mar {d^mJ Ûmam Omar nhMmZ nÌ  
 (c) S´>mBqdJ bmBg|g    
 (d) drµOm    

(iii) AÀN>o Vo h¡§ ?   

(iv) df© _| EH$ ~ma hmoZo dmbr ~¡R>H$ _________ H$hbmVr h¡ &  

 (a) gm§{d{YH$ ~¡R>H$   

 (b) g§MmbH$m| H$s ~¡R>H$ (~moS>© _rqQ>J)  

 (c) dm{f©H$ gm_mÝ` ~¡R>H$   

 (d) AgmYmaU gm_mÝ` ~¡R>H$  

(v) AmJ_ S>mH$ {b\$m\o$ {OZ na {ZOr, JwßV, JmonZr`, BË¶m{X {bIm hmoVm h¡ CÝh| S>mH$ 
g§̂ mbZo dmbo {b{nH$ Ûmam Zht Imobm OmVm h¡ & Bg àH$ma H$s S>mH$ àmßV hmoZo Ho$ 
VwaÝV ~mX __________ Xr OmVr h¡ &    

(vi) S>mH$ H$s \$mBqbJ VWm Cg na AZwdVu H$ma©dmB© H$aZo H$s gw{dYm Ho$ {bE, àË òH$ 
~mha OmZo dmbr S>mH$ H$mo EH$ {d{eîQ> g§»`m Xr OmVr h¡, {Ogo _________ H$hVo  
h¢ &   
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(iv) Non-payment of a cheque by the paying banker with a return memo 
giving reasons for non-payment is called ________ of a cheque.  

 (a) Disrespect  (b) Disobedience 
 (c) Disbursal (d) Dishonour 

(v) The way you talk, the language you use and the tone with which 
things are said, reflects your behaviour. This refers to etiquettes and 
manners which are an essential part of Personality Development. 
(True/False)   

(vi) An account, usually opened by a businessman, in which there are no 
restrictions on number of deposits and withdrawals in a single day is 
called a __________ account.  

5. Answer any 5 out of the given 6 questions.  5 1=5 

(i) What is overdraft facility ?  

(ii) Which of the following documents is not a valid ID proof for 
domestic travel ? 

 (a) Voter Card  
 (b) Identity Card issued by a Government Department 
 (c) Driving License  
 (d) Visa 

(iii) What are good interpersonal skills ?   

(iv) A meeting that is held once every year is called _________.   
 (a) Statutory Meeting  
 (b) Board Meeting 
 (c) Annual General Meeting 
 (d) Extraordinary General Meeting 

(v) Received mail envelopes marked private, secret, confidential, etc. 
are not opened by mail-handling clerk. This type of mail has to be 
_________ soon after receiving.  

(vi) To facilitate filing and follow-up of mail, each outgoing mail is 
assigned a unique number called __________.  
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6. {XE JE 6 àíZm| _| go {H$Ýht 5 àíZm| Ho$ CÎma Xr{OE &  5 1=5 

(i) {ZåZ{b{IV B©-_ob H$m bm^  h¡ : 

 (a) {H$ `Vr    

 (b) Vrd« hñVm§VaU  

 (c)   

 (d) ~ëH$/WmoH$ _ob H$s gw{dYm  

(ii) O~ `mÌm Ho$ {bE EH$ go A{YH$ gmYZm| H$m à`moJ {H$`m OmVm h¡, V~ `mÌm  

__________ H$hbmVr h¡ &  

(iii) g§JR>Z Ho$ àË òH$ gXñ` H$mo A{V[aº$ X~md Ho$ g_` {dZ_« Am¡a ghm`H$ ad¡ ò Ho$ 

gmW ghm`Vm H$aZo H$m JwU __________ H$hbmVm h¡ &    

 (a) MVwamB©   

 (b) {eîQ>mMma  

 (c) {ZîR>m   

 (d) gh`moJ H$s ^mdZm     

(iv) __________ _§Ìmb` Ho$ H$m`©H$mar à_wI Ho$ ê$n _| H$m ©̀ H$aVm h¡ &  

(v) hdmB© {Q>H$Q> `m hmoQ>b AmajU Am°ZbmBZ ~wH$ H$admZo H$s Xmo do~gmBQ>m| Ho$ Zm_  

~VmBE &   

(vi) g^m H$m g§`moOH$ {H$go H$hVo h¢ ?  
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6. Answer any 5 out of the given 6 questions.  5 1=5 

(i) The following is not an advantage of email : 

 (a) Economical  

 (b) Speedy transmission 

 (c) Crowded inbox  

 (d) Feasibility of bulk mail 

(ii) When more than one mode of transport is used for a journey, then 

the journey is described as __________. 

(iii) The quality of assisting every member of the organization with a 

courteous and helpful attitude during times of extra pressure is 

called __________. 

 (a) Tactfulness  

 (b) Courtesy 

 (c) Loyalty  

 (d) Cooperative attitude 

(iv) __________ acts as an executive head of the Ministry.  

(v) Name two websites for booking air tickets/hotel accommodation 

online.  

(vi) Who is called the Convenor of the Meeting ?  
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IÊS> I $ 
({df`naH$ àíZ)  (30 A§H$) 

5 3 

20  30   3 2=6 

7. EH$ AÀN>o CÚ_r Ho$ JwUm| Ho$ Zm_ ~VmBE & {H$gr EH$ H$m dU©Z H$s{OE &   

8. ?  

9. ñàoS>erQ> _| S>oQ>m `m OmZH$mar H$mo {\$ëQ>a H$aZm g_PmBE &  

10. àoO|Q>oeZ _| eon (AmH$ma) S>mbZo H$s à{H«$`m ñnîQ> H$s{OE &  

11. gob ao {H$go H$hVo h¢ ?  

5 3 20  30   3 2=6 

12. _m±J nÌ ({S>_m§S> S>́mâQ>) {H$go H$hVo h¢ ? g_PmBE &   

13. Eå~mH}$eZ `m AmamohZ \$m°_© {H$go H$hVo h¢ ?  

14. do~ H$m°Ý\«|$qgJ H$m AW© g_PmBE &  

15. ga  ?  

16. B©-\$mBbm| H$mo gwa{jV (god) H$aZo Ho$ Xmo VarHo$ g_PmBE &  

3 2 30  50   2 3=6 

17. {H$ ? g_PmBE &  

18. ? `h H¡$go H$m ©̀ H$aVr h¡ ?  

19. AZwH«$_{UH$m Ho$ {d{^Þ àH$mam| Ho$ Zm_ ~VmBE & {H$gr EH$ H$s ì`m»`m H$s{OE &  
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Section B  

                                            (Subjective Type Questions)                        (30 Marks) 

Answer any 3 questions out of the given 5 questions on Employability Skills. 

Answer each question in 20  30 words.  3 2=6 

7. Name the qualities of a good entrepreneur. Explain any one. 

8. What do you mean by specific and measurable goals ?  

9. Explain filtering of data in spreadsheets. 

10. Explain the process of inserting shapes in a presentation. 

11. What do you understand by cell reference ? 

Answer any 3 out of the given 5 questions in 20  30 words each.  3 2=6 

12. Explain Demand Draft.  

13. What is Embarkation Form ?  

14. What is the meaning of Web Conferencing ?  

15. What do you understand by Surface Air Lifted ? 

16. Explain any two ways to save e-files. 

Answer any 2 out of the given 3 questions in 30  50 words each.  2 3=6 

17. Who is Secretary of an Association or Club ? Explain.  

18. What is an addressing machine ? How does it work ?  

19. List the names of different types of indexes. Explain any one.  
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5 3 50  80   3 4=12 

20. AmdH$ S>mH$ H$mo g§̂ mbZo H$s à{H«$`m g_PmBE &   

21. ?   

22. Am°ZbmBZ aob {Q>H$Q> AmajU H$admZo H$s à{H«$`m gyMr~Õ H$s{OE &  

23. g{Md H$s `mo½`VmE± g§jon _| g_PmBE &  

24. ~¡R>H$ go nyd© g{Md Ho$ H$m ©̀ g_PmBE &    
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Answer any 3 out of the given 5 questions in 50  80 words each.  3 4=12 

20. Explain the process of handling inward mail. 

21. What do you understand by Term loans  

22. List the steps required to book train tickets online.  

23. Briefly explain the qualifications of a Secretary. 

24. Explain the duties of a Secretary before a Meeting. 

 

 

 
 

 


