Sub.Code : 228
NEB - GRADE XII

Office Management and Secretarial Practice
(OMSP)
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Candidates are required to give their answers in their own words as far as
practicable. The figures in the margin indicate full marks.

Time: 3 hrs. Full Marks: 75
Pass Marks: 27

g ‘@ (Group 'A")
(e SAcH® Y¥FER/ Long answer questions)

e T I AR | (Attempt all questions) X9 =53

Q. Flads THRET Iwad T4 qUH THE | 1Y
State and explain the types os secretary.

. FARIARE FET TS S FoaaaR ATl THE | ©
Describe the process of handling outgoing mails.

94T (Or)

@A 9 T AHHHT TUA TR | Y
Explain the meaning and role of receptionist.

3 TEMT WHE F 8l 7 RENTE FReed! U e | +Y
What is filing ? Explain the functions of filing.

¥, FIE ATHANVH AR B 81 ? TqH BIEREE & B g 7 1Y
What is card index ? What are its merits ?

Y. T G Rgraees! me THerd | ©

Describe the general principles of meeting.
% FEET GANH AeE & & g ¢ SEEEUR! TARER U THe | +Y

What are the sources of office information ? Explain the uses of directories.
9, GIAT AAHT F & ? AAH qcaeed! aUA T | 1+

What is notice ? Explain the elements of notice.

A (Contd...)

228 ?2)
G, Jiqaed qaR I faieeaT v Ter | ©
Explain the methods of preparing reports.
R. FHE ATATAIH] ACABTA HEITHT AT TR | ©
Describe in brief, the components of office environment.
¥4t (Or)
AT TATT FFE! (ARt qU Ter | 9

Explain the rules regarding notice of meeting.

T ‘@ (Group 'B")
(@ ITUHSF TeeR/ Short answer questions)
F A TP IO TR | (Attempt any four questions) ¥x3 =9
qo. |feaal e & & g1 ? (What are the qualities of secretary ?) 3
9. STPereT ITHH TH TAFTE | 3

Make a list of mailroom equipment.

9. AVTHA FIEATH FEIT Tad THEAEE oo T | 3

State the merits and demerits of alphabetical filing.

3. FSHFH PUGHAR AT | 3

Write down about agenda.
9%, Ifq AR fafoeT & & g1 ? 3

What are the methods of proper ventilation ?

Y. B TEHT GraT favanft ATER (Write short notes on any two): 9.949.%

%) e IRaaT (Guidebooks)
g) gu®HTE (Cleanliness)
M) Tie |TETReT 9T (Annual General Meeting)

w) fofr gfet (Minutes)
-0-



