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The figures in the right-hand margin indicate marks.

Candidates are required to give their answers in their
own words as far as practicable.

Students have the option to give answer to the question
EITHER BCOM-G-SEC-T-02A OR BCOM-G-SEC-T-02B

1. Answer any five questions: 2x5=10
-1 Ao aoss Ted wie ¢
1)  What is Card Filing?
FICAD - FIF A2

i1)  What is the use of a franking machine in the
office?
ST FiER G 6 ice a2 S &0
iii) Write the names of any four departments of
a modern office.
9B S SRR @ @I BRI [eiem s
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iv)  What do you mean by ‘Agenda of a Meeting?
FeIF FROPI w0 [ QI 2

v)  What is ‘Outward Mail '?
A T FIF W2

vi) What is a stale cheque?
A B FIS A& 2

vii)  Define ‘Indexing’.
A dee-a7 HKeE Wie |

viil) What is the full form of CIF and PPP?
CIF @3k PPP- &3 =9} vt 62

2.  Answer any two questions: 5x2=10
@~ 9o 2o Teq wie ¢
1)  Differentiate between Verification and

Vouching.
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i1)  Mention the benefits of using computers in
office work.

ST FICT FITHE JARIET ARt T
3@ |

i) State the importance of office in modern

business organization.
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1v) Discuss the professional qualities of a
personal secretary.
GFee e ADET (lisfe @eIEl Sl
*q

Answer any two questions: 10x2=20
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iii)

What is an office? Discuss the functions of
the office. 2+8

G FIE & T2 O IS SEDA
3|

What do you understand by form control?
What are the objectives of form control?
Briefly enumerate the steps necessary for
effective form control. 2+3+5
o ferargel TeTce I @I 2 ¥ e Somy
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What do you understand by good filing
system? Discuss in brief the modern methods
of filing. 3+7

936 THe Afqedadl smfe e F @ e
AleREael-a3 Sy Aao et FACH SEH
F@ |

510/1 Comm. (3) [Turn over]

Write short notes on (any two): 5%2
<R TR @14 (@ @I wufB):

a)  Electronic Fund Transfer

e widf Tes

b) Crossed Cheque

CIICNG
c) Biometric Attendance Machines
IS e 77
d) Dictating Machine
wFfoferdd g
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