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BCM/M-20 12313
OFFICE PRACTICE AND COMMUNICATION

THEORY

Paper–OMSP-BC (VOC)-405

Time Allowed : 3 Hours] [Maximum Marks : 60

Note : Attempt five questions in all. Question No. 1 is

compulsory. All questions carry equal marks.

dqy ik¡p iz'uksa ds mÙkj nhft,A iz'u la[;k 1

vfuok;Z gSA lHkh iz'uksa ds vad leku gSaA

Compulsory Question (vfuok;Z iz'u)

1. Explain the following in brief :

fuEufyf[kr dk la{ksi esa o.kZu dhft, %

(a) Centralization of Mail department.

Mkd foHkkx dk dsUnzh;dj.kA

(b) Sorting racks of mail.

Mkd NkaVus dh njktsaA

(c) Marking and distribution of inward mail.

vkus okyh Mkd dks vafdr o forfjr djukA

(d) Interview letter.

lk{kkRdkj i=kA
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(e) Quation letter.

fu[kZ i=kA

(f) Visitor’s diary.

vkxUrqd nSfudhA

2. What is decentralization of mail department in a

Business office? What are its merits and demerits?

,d O;kikfjd dk;kZy; esa Mkd foHkkx ds fodsUnzh;dj.k dk
o.kZu dhft,A blds ykHk o gkfu;ksa dh O;k[;k dhft,A

3. What do you understand by Post Office Guide?

Explain its advantages.

Mkd dk;kZy; funsZf'kdk ls vkidk D;k vfHkizk; gS\ blds
ykHkksa dh O;k[;k dhft,A

4. Explain the procedure of marking and distribution

of inward mail in Post office.

iksLV vkWfiQl esa vkus okyh Mkd dks vafdr ,oa forj.k dh
izfØ;k dk o.kZu dhft,A

5. What is Peon-Book? Explain its advantages in services

of mail.

pijklh iqfLrdk D;k gS\ Mkd lsok esa blds ykHkksa dh
O;k[;k dhft,A

6. Compare Courier service and Postal service from

the point of view of a Commercial office.

https://www.kuonline.in

https://www.kuonline.in

https://www.kuonline.in
https://www.kuonline.in


12313/K/672 3

O;kolkf;d dk;kZy; dh n`f"V ls dksfj;j lsok rFkk Mkd lsok
dh rqyuk dhft,A

7. What do you understand by a Trade reference? Explain

different types of reference letters used in Business

offices.

O;kikfjd lanHkZ ls vkidk D;k vfHkizk; gS\ O;kikfjd
dk;kZy;ksa esa iz;ksx gksus okys fofHkUu izdkj ds lanHkZ i=kksa
dh O;k[;k dhft,A

8. Draft a Complaint letter as a sample.

uewus ds rkSj ij ,d f'kdk;rh i=k dk izk:i rS;kj dhft,A

9. Define Appointment schedule. Discuss objectives and

advantages of an appointment schedule.

le; fuèkkZj.k lwph fdls dgrs gSa\ blds mís'; ,oa ykHkksa
dk o.kZu dhft,A
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