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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.
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Compulsory Question ( 31f-amd T9)
1. [Explain the following in brief :
frefafed 1 w&q § 9o wifSg
(a) Centralization of Mail department.

Tk faam 1 IR

(b) Sorting racks of mail.
Sk Bied &I IS
(c) Marking and distribution of inward mail.

A el €Tk okl 3iferd o faafRa e

(d) Interview letter.
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(e) Quation letter.
[BICERCET

(f) Visitor’s diary.
AT IFRT

2. What is decentralization of mail department in a

Business office? What are its merits and demerits?
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3. What do you understand by Post Office Guide?

Explain its advantages.
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4. Explain the procedure of marking and distribution

of inward mail in Post office.
e 37T | 3T dTell €% okl 3ifehd Td fadur &l
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5.  What is Peon-Book? Explain its advantages in services

of mail.
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6. Compare Courier service and Postal service from

the point of view of a Commercial office.
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7. What do you understand by a Trade reference? Explain
different types of reference letters used in Business
offices.
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8. Draft a Complaint letter as a sample.

A ~ " N AV
ﬂi‘}l @ d ¥ Weh R A <hl Y dIRX h([ST|

9. Define Appointment schedule. Discuss objectives and
advantages of an appointment schedule.
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