
Sub.Code : 228
NEB - GRADE XII

Office Management and Secretarial Practice
(OMSP)

/lhi6«]zg gDa/sf] ;'?sf b'O{ c° %^ b]lv ^& ;Dd ePsf k/LIffyL{x?sf nflu

ljBfyL{x?n] ;s];Dd cfkm\g} zAbdf pQ/ lbg'kg]{5 . bfof“ lsgf/fdf lbOPsf] cª\sn] k"0ff{ª\s
hgfp“b5 .
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

;d"x ‘s’ (Group 'A')

-lj:t[t pQ/fTds k|Zgx?÷ Long answer questions)

;a} k|Zgsf] pQ/ lbg'xf];\ . (Attempt all questions) (x& = ^#

!= ;lrjsf k|sf/x? pNn]v ub}{ j0f{g ug'{xf];\ . @±%
State and explain the types os secretary.

@= sfof{noaf6 aflx/ k7fpg] 8f“s ;~rfngaf/] JofVof ug'{xf];\ . &
Describe the process of handling outgoing mails.

cyjf (Or)

:jfutstf{sf] cy{ / e"ldsfsf] j0f{g ug'{xf];\ . @±%
Explain the meaning and role of receptionist.

#= kmfOln· eg]sf] s] xf] < kmfOln·sf sfo{x?sf] j0f{g ug'{xf];\ . @±%
What is filing ? Explain the functions of filing.

$= sf8{ cg'qmdl0fsf eg]sf] s] xf] < o;sf kmfObfx? s] s] x'g\ < @±%
What is card index ? What are its merits ?

%= ;efsf ;fdfGo l;4fGtx?sf] JofVof ug'{xf];\ . &
Describe the general principles of meeting.

^= sfof{no ;"rgfsf ;|f]tx? s] s] x'g\ < 8fO/]S6/Lsf] k|of]uaf/] j0f{g ug'{xf];\ . @±%
What are the sources of office information ? Explain the uses of directories.

&= ;"rgf eg]sf] s] xf] < ;"rgfsf tTjx?sf] j0f{g ug'{xf];\ . @±%
What is notice ? Explain the elements of notice.

qmdzM(Contd...)

*= k|ltj]bg tof/ ug]{ ljlwx?af/] j0f{g ug'{xf];\ . &
Explain the methods of preparing reports.

(= sfof{no jftfj/0fsf tTjx?af/] ;+If]kdf JofVof ug'{xf];\ . &
Describe in brief, the components of office environment.

cyjf (Or)

;efsf] ;"rgf ;DaGwL lgodx?sf] j0f{g ug'{xf];\ . &
Explain the rules regarding notice of meeting.

;d"x ‘v’ (Group 'B')

-;+lIfKt pQ/fTds k|Zgx?÷ Short answer questions)

s'g} rf/ k|Zgsf] pQ/ lbg'xf];\ . (Attempt any four  questions) $x# = !@
!)= ;lrjsf u'0fx? s] s] x'g\ < (What are the qualities of secretary ?) #
!!= 8f“ssIf pks/0fsf] ;"rL agfpg'xf];\ . #

Make a list of mailroom equipment.
!@= j0ff{g'qmd kmfOln·sf kmfObf Pj+n a]kmfObfx? pNn]v ug'{xf];\ . #

State the merits and demerits of alphabetical filing.
!#= a}7ssf] sfo{;"rLaf/] n]Vg'xf];\ . #

Write down about agenda.
!$= plrt jftfg's"ng ljlwx? s] s] x'g\ < #

What are the methods of proper ventilation ?

!%= s'g} b'O{sf] 5f]6f] l6Kk0fL n]Vg'xf];\ (Write short notes on any two): !=%±!=%

s_ ufO8 k'l:tsf (Guidebooks)

v_ ;/;kmfO (Cleanliness)

u_ jflif{s ;fwf/0f ;ef (Annual General Meeting)

3_ lg0f{o k'l:tsf (Minutes)
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