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Note :– This paper is of Seventy (70) marks divided into

Two (02) Sections ‘A’ and ‘B’. Attempt the

questions contained in these sections according to

the detailed instructions given therein. Candidates

should limit their answers to the questions on the

given answer sheet. No additional (B) answer

sheet will be issued.

uksV % ;g iz'u&i= lÙkj (70) vadksa dk gS] tks nks (02) [k.Mksa

^d* rFkk ^[k* esa foHkkftr gSA izR;sd [k.M esa fn, x,

foLr̀r funsZ'kksa ds vuqlkj gh iz'uksa dks gy djuk gSA ijh{kkFkhZ

vius iz'uksa ds mÙkj nh xbZ mÙkj&iqfLrdk rd gh lhfer

j[ksaA dksbZ vfrfjDr (ch) mÙkj&iqfLrdk tkjh ugha dh

tk;sxhA



A–0206 ( 2 )

Section–A

([k.M–d)

Long Answer Type Questions

(nh?kZ mÙkjh; iz'u) (2×19=38)

Note :– Section ‘A’ contains Five (05) long-answer

type questions of Nineteen (19) marks each.

Learners are required to answer any Two (02)

questions only.

uksV % [k.M ^d* esa ik¡p (05) nh?kZ mÙkjh; iz'u fn;s x;s gSa] izR;sd

iz'u ds fy, mUuhl (19) vad fu/kkZfjr gSaA f'k{kk£Fk;ksa dks

buesa ls dsoy nks (02) iz'uksa ds mÙkj nsus gSaA

1. Discuss the role of Secretarial Practice in the smooth

functioning of a Business Organization.

fdlh O;olk; laxBu ds lqpk: lapkyu esa lfpoh; vH;kl

dh Hkwfedk ij ppkZ dhft,A

2. Evaluate the role of Information Technology in Modern

Office Management and Secretarial development.

vk/kqfud dk;kZy; izca/ku ,oa {ks=h; fodkl esa lwpuk izkS|ksfxdh

dh Hkwfedk dk ewY;kadu dhft,A
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3. Write short notes on the following :

(i) Quorum

(ii) Modern Office Equipment

(iii) Decentralization of Office Work

(iv) Office Automation.

(v) Filing

fuEufyf[kr ij laf{kIr fVIi.kh fyf[k, %

(i) dksje

(ii) vk/kqfud dk;kZy; midj.k

(iii) dk;kZy; dk;Z dk fodsUæhdj.k

(iv) dk;kZy; Lopkyu

(v) Qkbfyax

4. Discuss the importance of Physical and Psychological

Environment in an office.

dk;kZy; esa HkkSfrd ,oa ekufld i;kZoj.k ds egRo ij ppkZ

dhft,A

5. What is the importance of Record Keeping and Data

Management in modern offices ?

vk/kqfud dk;kZy;ksa esa vfHkys[k j[kus vkSj MkVk izca/ku dk egRo

crkb,A
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Section–B

([k.M–[k)

Short Answer Type Questions

(y?kq mÙkjh; iz'u) (4×8=32)

Note :– Section ‘B’ contains eight (08) short-answer type

questions of Eight (08) marks each. Learners are

required to answer any Four (04) questions only.

uksV % [k.M ^[k* esa vkB (08) y?kq mÙkjh; iz'u fn;s x;s gSa]

izR;sd iz'u ds fy, vkB (08) vad fu/kkZfjr gSaA f'k{kk£Fk;ksa

dks buesa ls dsoy pkj (04) iz'uksa ds mÙkj nsus gSaA

1. Explain the process of Record Management in modern

offices.

vk/kqfud dk;kZy;ksa esa vfHkys[k izca/ku dh izfØ;k le>kb,A

2. What is the difference between formal and Informal

organization ?

vkSipkfjd ,oa vukSipkfjd laxBu esa varj crkb,A

3. Explain the Role and Responsibilities of a Company

Secretary.

daiuh lfpo dh Hkwfedk vkSj ftEesnkfj;ksa dks le>kb,A
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4. Define ‘Notice’ and ‘Agenda.’

^lwpuk* vkSj ^dk;Zlwph* dh ifjHkk"kk nhft,A

5. Discuss the Procedure of Conducting a Company

Meeting.

fdlh dEiuh dh cSBd vk;ksftr djus dh izfØ;k le>kb,A

6. Write a short note on “Minutes of Meeting.”

^^cSBd dh dk;Zokgh** ij laf{kIr fVIi.kh fyf[k,A

7. What is meant by Dictation and Drafting ?

vk'kqfyfi ,oa elkSnk&ys[ku ls vki D;k le>rs gSa \

8. Explain the types of Company Meetings.

daiuh cSBdksa ds izdkj le>kb,A

**************


