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SECRETARIAL PRACTICE 
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Weightate : 70% 

Note : Attempt any five questions. All questions 

carry equal marks. 

1. (a) “Office management is the task of 

planning, organizing, coordinating and 

controlling the efforts of employees in 

the office to achieve the objectives of 

office.” Elucidate the statement. 10 
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(b) Describe the functions performed by an 

office manager for running an office 

smoothly. 10 

2. What is Committee Organisation ? 

Enumerate the limitations of a Committee. 

How can a Committee be made  

effective ?  5+7+8 

3. (a) What is Indexing ? Discuss the different 

types of indexing. 5+5 

(b) How is the alphabetical filing system 

different from the numerical filing 

system ? Explain. 10 

4. (a) Explain various steps of requisition and 

issue of stationery. 10 
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(b) Explain e-mail management strategies 

which may be used for efficient 

management of mail. 10 

5. (a) “Roles are the expected behaviour of a 

job position.” In the light of this 

statement, discuss various roles an 

office manager is expected to play in an 

office.  10 

(b) What are the duties of an office 

manager in relation to top management 

and subordinates ? Elucidate. 10 

6. (a) What are the different types of online 

banking ? Differentiate between 

internet banking and mobile banking.10 
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(b) Explain the steps involved in making 

online payments. 10 

7. (a) Describe the nature of duties of the 

Secretary of a modern organisation and 

bring out the importance of secretarial 

work in that context. 10 

(b) Who is eligible to be appointed as 

Secretary of a government department ? 

Briefly explain the administrative and 

executive functions of the Secretary of a 

government department. 5+5 

8. Write short notes on any four of the 

following :  4×5=20 

(a) Work from Home (WFH) 

(b) Web-conferencing 
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(c) Cloud Storage 

(d) Kinds of Office Machine 

(e) Digital Publishing Platform 

9. Distinguish between any four of the 

following :  4×5=20 

(a) Line Organization and Functional 

Organization 

(b) Saving Account and Current Account 

(c) Routine Secretary and Executive 

Secretary 

(d) Inward Mail and Outward Mail 

(e) File and e-File 
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 BCOE–144 

ch- dkWe- (tujy) (lh-ch-lh-,l-)  

[ch- dkWe- (th-)] 

l=kar ijh{kk  

twu] 2025 

ch-lh-vks-bZ-&144 % dk;kZy; izca/ku vkSj lfpo 

vH;kl 

le; % 3 ?k.Vs   vf/kdre vad % 100  

      Hkkfjrk % 70% 

uksV % fdUgha ik¡p iz'uksa ds mÙkj nhft,A lHkh iz'uksa ds vad 

leku gSaA 

1- (d) ßdk;kZy; çca/ku esa deZpkfj;ksa ds ç;klksa dks 

fu;ksftr] laxfBr] lefUor vkSj fu;af=r djuk 

'kkfey gS] rkfd dk;kZy; ds mís';ksa dks çkIr fd;k 

tk ldsAÞ bl dFku dks Li"V dhft, A 10 
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([k) fdlh dk;kZy; dks lqpk# :i ls pykus ds fy, 

dk;kZy; çca/kd }kjk fd, tkus okys dk;ks± dk o.kZu 

dhft,A  10 

2- lfefr laxBu D;k gS \ lfefr dh lhek,¡ crkb,A lfefr 

dks çHkkoh dSls cuk;k tk ldrk gS \ 5$7$8 

3- (d) baMsfDlax D;k gS \ baMsfDlax ds fofHkUu çdkjksa ij 

ppkZ dhft,A 5$5 

([k) o.kkZuqØfed Qkbfyax ç.kkyh la[;kRed Qkbfyax 

ç.kkyh ls fdl çdkj fHkUu gS \ o.kZu dhft,A 10 

4- (d) LVs'kujh dh ek¡x ds fofHkUu pj.kksa vkSj eqíksa dh 

O;k[;k dhft,A 10 
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([k) bZ&esy çca/ku j.kuhfr;ksa dh O;k[;k dhft, ftudk 

mi;ksx esy ds dq'ky çca/ku ds fy, fd;k tk 

ldrk gSA 10 

5- (d) ßHkwfedk,¡ ukSdjh dh fLFkfr dk visf{kr O;ogkj 

gSaAÞ bl dFku ds lUnHkZ esa] ,d dk;kZy; esa 

dk;kZy; çca/kd }kjk fuHkkbZ tkus okyh fofHkUu 

Hkwfedkvksa ij ppkZ dhft,A 10 

([k) 'kh"kZ çca/ku vkSj v/khuLFkksa ds laca/k esa ,d 

dk;kZy; çca/kd ds D;k drZO; gSa \ Li"V dhft,A 

    10 

6- (d) vkWuykbu cSafdax ds fofHkUu çdkj D;k gSa \ baVjusV 

cSafdax vkSj eksckby cSafdax ds chp varj crkb,A 10 
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([k) vkWuykbu Hkqxrku çfØ;k esa 'kkfey pj.kksa dh 

O;k[;k dhft,A 10 

7- (d) ,d vk/kqfud laxBu ds lfpo ds drZO;ksa dh çÏfr 

dk o.kZu dhft, vkSj ml lanHkZ esa lfpoh; dk;Z ds 

egRo ij çdk'k Mkfy,A 10 

([k) ljdkjh foHkkx ds lfpo ds :i esa fu;qä gksus ds 

fy, dkSu ;ksX; gS \ fdlh ljdkjh foHkkx ds lfpo 

ds ç'kklfud vkSj dk;Zdkjh dk;ks± dk la{ksi esa o.kZu 

dhft,A  5$5 

8- fuEufyf[kr esa ls fdUgha pkj ij laf{kIr fVIif.k;k¡  

fyf[k, %   4”5=20 

(d) ?kj ls dk;Z (WFH) 



 [ 10 ] BCOE–144 

C–2335/BCOE–144 

([k) osc&dkWUÝsaflax 

(x) DykmM LVksjst (Cloud Storage) 

(?k) dk;kZy; e'khu ds çdkj 

(³) fMftVy çdk'ku IysVQkWeZ 

9- fuEufyf[kr esa ls fdUgha pkj esa varj crkb, % 4”5=20 

(d) ykbu laxBu vkSj dk;kZRed laxBu 

([k) cpr [kkrk vkSj pkyw [kkrk 

(x) fu;fer lfpo vkSj dk;Zdkjh lfpo 

(?k) vkarfjd esy vkSj ckgjh esy 

(³) Qkby vkSj bZ&Qkby 

× × × × × 

 


