FOR FRESH

O MADHYA PRADESH BHOJ (OPEN) UNIVERSITY, BHOPAL S;El?f&
N & Ul Wiel (Ja<) fdeafderery, Arare

BA/B.S¢/B.COM (VOCATIONAL) (SESSION 2022-23) NEP-2020
SUBJECT: E-ACCOUNTING AND TAXATION WITH GST

COURSE CODE: V1-COM-GSTT
COURSE TYPE : VOCATIONAL

ASSIGNMENT QUESTION PAPER- FIRST MAXIMUM MARKS: 30
Freer—

o1. ¥l TR T @I gAY H B PRAT AR B |

02. favafdeney gRT U TR IRYRGIRT § & AT UTUS g $HRAT fard 2 |

03. AR BRI ITRYRTADHT & YIH T8 ST A@EIYad O W AR IFH I v &1 ye95 &1 N S

ITRYRDT & Yo g8 WR 3ifehd faarm 2 |
04. FAT BRI ITRYRIDT AU IFeAIT D5 UR STHI B IFD] UTaci] AaeT YTl N |

dAle:- UeeT HHIBG 01 A 05 9P & e TgSANT U 81 UAF WA 02 30 Hl &

U1 gdaes] 9 R A 2? IeTeNv Afed eSSy |

What is ledger? Explain with example.
U2 PR—TERT g¥ BT gRuIT S |

Define the tax assessment year.
U3 HR—ANT AW I 0T DI ISRV §RT AASTSY |

Explain computation of taxable income with example.
U4 IRt &1 wF qn e o FuiRa faar srar €

How is the time and place of supply determined?

U5 JNTd &R B BT URATNT & |
Define input rebate.

- 9T PHIDB 06 A 10 dPb D U SHUITNT U 21 UlPb UL 04 3ib &bl 21

U6 oEihd | R AWMU T | @i Hadl s B aviE a |
What do you mean by accounting? Describe accounting rules.
U7 3ifd9 okl B IJGRUT BT WS DY | TAT IR0 gRT JHSU |
Write the concept of Final Accounting. Explain with example.

U8 TR—ERU & UBHRI HT G PN |
Describe the types of Tax Assessment.

U9 JMHR FT 27 SHD A= el &1 g0 N |
What is income tax? Describe its various.

U.10 SN & g fARIwdy 3R JMaeasdhdy T 57 FHeisy |
Explain salient feature and need of GST.




FOR FRESH

O MADHYA PRADESH BHOJ (OPEN) UNIVERSITY, BHOPAL S;El?f&
N & Ul Wiel (Ja<) fdeafderery, Arare

BA/B.S¢/B.COM (VOCATIONAL) (SESSION 2022-23) NEP-2020
SUBJECT: E-ACCOUNTING AND TAXATION WITH GST

COURSE CODE: V1-COM-GSTT
COURSE TYPE : VOCATIONAL

ASSIGNMENT QUESTION PAPER- SECOND MAXIMUM MARKS: 30
Freer—

o1. ¥l TR T @I gAY H B PRAT AR B |

02. favafdeney gRT U TR IRYRGIRT § & AT UTUS g $HRAT fard 2 |

03. AR BRI ITRYRTADHT & YIH T8 ST A@EIYad O W AR IFH I v &1 ye95 &1 N S

ITRYRDT & Yo g8 WR 3ifehd faarm 2 |
04. FAT BRI ITRYRIDT AU IFeAIT D5 UR STHI B IFD] UTaci] AaeT YTl N |

dAle:- UeeT HHIBG 01 A 05 9P & e TgSANT U 81 UAF WA 02 30 Hl &

U1 oRgiehd & YbR foIRau |

Write the types of Accounting.
U2 Ahd Bl AN TAT Hel 3 A FAT e 2 |

What do you mean by Gross total Income and Total income?
U3 “ISTH M W B Bk | 97 T B | W BN |

What is meant by deduction of tax at source? Explain.
g4 It &1 ek vd & faRay |

Write the meaning and scope of supply.
U5 K] Ud WAl PR Pl Hed 9SS |

Explain the importance of Goods and services Tax.

- 9T PHIDB 06 A 10 dPb D U SHUITNT U 21 UlPb UL 04 3ib &bl 21

U6 IARI TAT YT B AFEROM HT GO HIFOIQ |
Explain the concept of business and profession.

U7 Wdeel W /T I 8?7 THGI [AURON BT guiF BT |
What do you mean by ledger? Explain its concept.

U8 HR—ANY AN I TUFT A UHR IR 2? IRV §RT TE I |
How to calculate taxable income? explain with example.

U9 Y R BT Ufhar &1 quiF I |

Describe the process of tax assessment.
U140 9K 3R HAT & IHId SR—AT Hed I TN fhE UHR B ST 52 9o By |

How the taxable value computed under goods and services? Explain.




FOR FRESH

O MADHYA PRADESH BHOJ (OPEN) UNIVERSITY, BHOPAL S;El?f&
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BA/B.S¢/B.COM (VOCATIONAL) (SESSION 2022-23) NEP-2020
SUBJECT: FINANCIAL SERVICES AND INSURANCE

COURSE CODE: V1-COM-FINT
COURSE TYPE : VOCATIONAL

ASSIGNMENT QUESTION PAPER- FIRST MAXIMUM MARKS: 30
[RENE

o1. T U WA Pl eI H g HRAT Aad 2|

02. favafdenery gRT U WA IcRYRAHRI § & 9919 TS g $HeAT Sffard 2

03. WA BRI ITRYRKBT & YH T8 HI A@LMYad IR W AR IAqH I 09T & Jeu= & BN Sl

IRYRADT & T g8 WR S famam 2|
04. A BRI ITRYRKIDT AU FIT b5 YR STH PR IHD! U] 3faeg YT N |

dic— Jofl Uee & 37 A &1 U U 05 3ich ol & |

g1 4% R & Ped 2|
What is Bank rate?
U2 ST 9OIR 947 7 |
What is money market?
U3 T o @ aead 287
What is meant by sum insured?
U4 ARG RSd §% & drf &1 auiE Hifoig |
Describe the function of Reserve Bank of India.
U5 HAT dNR & 9 ST Pl g |
Describe the main function of Money Market?

g6 M BT PIs 4 AANAG Iy |

State any 4 features of insurance?



FOR FRESH

MADHYA PRADESH BHOJ (OPEN) UNIVERSITY, BHOPAL S;El?f&
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BA/B.S¢/B.COM (VOCATIONAL) (SESSION 2022-23) NEP-2020
SUBJECT: FINANCIAL SERVICES AND INSURANCE

COURSE CODE: V1-COM-FINT
COURSE TYPE : VOCATIONAL

ASSIGNMENT QUESTION PAPER- SECOND MAXIMUM MARKS: 30
[RENE

o1. T U WA Pl eI H g HRAT Aad 2|

02. favafdenery gRT U WA IcRYRAHRI § & 9919 TS g $HeAT Sffard 2

03. WA BRI ITRYRKBT & YH T8 HI A@LMYad IR W AR IAqH I 09T & Jeu= & BN Sl

IRYRADT & T g8 WR S famam 2|
04. A BRI ITRYRKIDT AU FIT b5 YR STH PR IHD! U] 3faeg YT N |

dic— Jofl Uee & 37 A &1 U U 05 3ich ol & |

U1 ggfad 9% ® 8?
What is Scheduled Bank ?
U2 HaT d6R & aREmT SR |
Define money market?
U3 Siad 9 @ aR¥mT SR |
Give the definition of life insurance?
U4 IS 6 & Big & UHE B qarsy |
Explain any two main function of commercial bank?
U5 fImfad g1 aoR @ faRvary forfay |
Explain characteristics of developed money market?

U6 Silgd 99T BT Hed a1y |

Describe the importance of Life insurance?
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BA/B.S¢/B.COM (VOCATIONAL) (SESSION 2022-23) NEP-2020
SUBJECT: RETAIL MANAGEMENT

COURSE CODE: V1-COM-REMT
COURSE TYPE : VOCATIONAL

ASSIGNMENT QUESTION PAPER- FIRST MAXIMUM MARKS: 30
[RESE

o1. T U W Pl eI H 8 HRAT AAd B |

02. favafdenery gRT U WA IRYRAHRT § & 9919 TS g HeAT Sffard 2

03. WA BRI ITRYRKBT & YH T8 HI A@LMYad T W AR IAqH I AT & U795 & BN Sl

IRYRADT & Y g8 WR S famam 2|
04. A BRI ITRYRKIDT AU FIT g YR STH PR IHD! U] 3faeg YT N |

dic— Jofl Uee & 3 A &1 U U 05 3ich bl & |

U1 G fIm &1 aref v Iy |
Explain the meaning of retail sales?
2 HISSONT gofc T 87?
What is Merchandise?
U3  S—HGCT B YRATIT FHILY |
What is definition of E-Marketing?
U4 QX fAhdl & YHRI Bl W B |
Explain the types of Retail.
U5 HASISIONT @M & #gd Bl falay |
Write the important of merchandising plan.
U6 I—DMAN 3R S—H DT # R forlkay |

Difference between E-Commerce and E-Marketing.
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BA/B.S¢/B.COM (VOCATIONAL) (SESSION 2022-23) NEP-2020
SUBJECT: RETAIL MANAGEMENT

COURSE CODE: V1-COM-REMT
COURSE TYPE : VOCATIONAL

ASSIGNMENT QUESTION PAPER- SECOND MAXIMUM MARKS: 30
[RENE

o1. T U WA Pl eI H g HRAT Aard B |

02. favafdenery gRT U WA IRYRAHRT § & G919 TS g $HeAT A 2

03. WA PR ITRYRKBT & YH T8 HI A@LMIYad T W AR IAH I AT & U795 & PN Sl

IRYRADT & Y g8 W SHfhd fasam 2|
04. A BRI ITRYRKIDT AU FIT g YR ST PR ST U] 3faeg YTl N |

dic— Fofl Uee B 3 A &1 Udd U 05 3ich bl & |

U1 GexT fdshl &1 R« FHesy |
Explain the definition of retail sale.
U2 WASISS WM 9T 27
What is Merchandising Plan?
U3 B W R IAMRT & |
What is meant by E-Commerce?
U4 AT RS BT Aewd BT W< BI |
Explain the important of service retailing.
U5 HASISSl dulc & Ml Bl FHSMSY |
Explain the advantage of merchandise budgeting.
U6 S—MU B Hed BI [ARAY | (B 4)

Write the importance of E-Commerce (any 4)




O MADHYA PRADESH BHOJ (OPEN) UNIVERSITY, BHOPAL
N7 & Ul Wiel (Ja<) fdeafderery, Arare

BA/B.S¢/B.COM (VOCATIONAL) (SESSION 2022-23) NEP-2020
SUBJECT: PERONALITY DEVELOPMENT

COURSE CODE: V1-PSY-DEVT
COURSE TYPE : VOCATIONAL

ASSIGNMENT QUESTION PAPER- FIRST MAXIMUM MARKS: 30

FOR FRESH
STUDENT
NEP-2020

[RENE

o1. ¥l TR T BT FWIAY H 8 PIAT AR B |

02. favafdenery gRT U WA IcRYRAHRT § & 9919 TS g HeAT Sffard 2

03. WA PR ITRYRKDBT & YH T8 HI A@LMYad T W AR IAqH I 00T & Jeu= & PN Sl

IRYRTST & TIH I WR A fhar 2|
04. T BRI ITRYRIDT AU I D5 U STHI B IFD] UTad] e YT P |

- Ueel HATHE 01 A 05 TF D YT Tg3TIT Ul 8| YD YA 02 3 & 2|

U1 i ® AR BIfore?
Define personality?
92 SMART @&d &1 @eRom qq3mgA?

Explain the concept of SMART goal.
U3 |HY Y§ue DI 9IS |
Explain Time management.

U4 TSR HT 87

What is Pomodor?
U5 -9 b9 YbR forar omar 87

How to write E-mail?

- U9 PHIDB 06 A 10 dPb D U SIHUITNT U 21 UlPb UL 04 3ib &bl 21

g6 SWOT favevor & 87 faR 3 99smsy |
What is SWOT analysis? Explain in detail.
U7 O 91 2° 991G & UHE HRT forfgy?
What is stress? Write the main causes of stress.

U8 WHE UR=dl H 9N ofd §9Y e ardl &1 faR e g anfey?

What should be kept in mind while participating in group discussion?
U9 UMl HOUR DI & &I UCh KT 57

What are the key components of effective communication skills.
710 IRIRG AT T 2?2 BIS 5 IRING A9 HDhdl DI FASNSY?

What is body Language? Explain any five body language signals.
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BA/B.S¢/B.COM (VOCATIONAL) (SESSION 2022-23) NEP-2020
SUBJECT: PERONALITY DEVELOPMENT

COURSE CODE: V1-PSY-DEVT
COURSE TYPE : VOCATIONAL

ASSIGNMENT QUESTION PAPER- SECOND MAXIMUM MARKS: 30

[RENE

o1. ¥l TR T BT FWIAY H 8 PIAT AR B |

02. favafdenery gRT U WA IcRYRAHRT § & 9919 TS g HeAT Sffard 2

03. WA PR ITRYRKDBT & YH T8 HI A@LMYad T W AR IAqH I 00T & Jeu= & PN Sl

IRYRTST & TIH I WR A fhar 2|

04. AR BRI ITRYRABT MU T Dvs IR STAT BHY SHD| UTach] aT YT |

- Ueel HATHE 01 A 05 TF D YT Tg3TIT Ul 8| YD YA 02 3 & 2|

U1

Uz

U3

U4

U5

ded fFgRer R oig for?

Write an essay on Goal-setting.

Ffdded DI JATERIN bl AT DITT]?

Explain the concept of Personality?

"JER I JEEE & oy ddAIe IR oRg fora?

Write an essay techniques for better time management.
HIEChR & AR A Dl ARAT DBIfSTY?

Explain mock Interview session.

I B BRI BT IRAT HITSTT?

Explain the effect of stress.

- 9T PHIDB 06 A 10 dPb D U SHUITNT U 21 UlPb UL 04 3ib &bl 21

U6

ur

U8

.9

e IR & T HRDI DI AT DN |

Explain the major factors involved in Goal setting.

AIE Al H AFNERI &1 Hell B fada HIfTg?
Discuss the art of participating in group discussion.
g Raed” 3R "Wt Rt WR Al ford |

Write note on “Hard skills” and “Soft Skills”.
TS HIfSAT & YTl STIRT &I FRAT HIRTT?

Explain effective use of social media.

.10 d919 YeeE &I fade=T Hifore?

Explain stress management?



FOR FRESH

O MADHYA PRADESH BHOJ (OPEN) UNIVERSITY, BHOPAL S;E;)%g
N & Ul Wiel (Ja<) fdeafderery, Arare

BA/B.S¢/B.COM (VOCATIONAL) (SESSION 2022-23) NEP-2020
SUBJECT: DIGITAL MARKETING

COURSE CODE: V1-COM-DIGT
COURSE TYPE : VOCATIONAL

ASSIGNMENT QUESTION PAPER- FIRST MAXIMUM MARKS: 30
facen—
o1. Y U T Y el H g1 e 3ifard 2|

02. favafdener gRT U WA IcRyRAHRI § & 9919 TS g $HeAT Sffard 2
03. AR BRI ITRYRKDBT & YH T8 HI A@LMYad IR W AR IAqH I 0TI & U795 & BN Sl

IRYRTST & TIH I WR A fhar 2|
04. FAT BRI ITRYRIDT AU eI D5 UR STHI B IFD] UTaci] AaeT YTl N |

Ae—Ued HHIH 01 W 05 b B U AYS«RIY U 2 | TId U9 02 3F &7 7 |

u.1. fSRTea ArafeT &1 el THem=y |
Explain the meaning of Digital Marketing.
2. S—hHd Bl A9 |
Explain E-Commerce.
U.3. USARE Bagd AT B AHSRY |
Explain advanced Face book Marketing.
T4, SXCTUTH HAIHST Bl AHSSY |
Explain Instagram Marketing.

U.5. Uge fAsoT do-iled &l Iassy |

Explain display advertising techniques.

ACc—U9T HHID 06 W 10 dP & I SHSwRIg U & | b U 04 3ih Bl 2 |

u.6. fSfTed AT®feT, TRIRG ATHET & fhd TdR &A= &7
How Digital Marketing different from Traditional Marketing.
U.7. hel AHCT & ford SuART # a8 o darelt fafert &1 wwemsy |
Explain the tools used for successful Marketing.
U.8. STl WISAT AIHICT B AHSSY |
Explain Social Media Marketing.
7.9. @rol o fauerd &7 3ref &R IYARIAr &1 guie HIf |
Describe the meaning and use of Search Engine Marketing

7.10. 3iolTs— UfassT Uee dl Fqssy |

Explain Online Reputation Management.
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BA/B.S¢/B.COM (VOCATIONAL) (SESSION 2022-23) NEP-2020
SUBJECT: DIGITAL MARKETING

COURSE CODE: V1-COM-DIGT
COURSE TYPE : VOCATIONAL

ASSIGNMENT QUESTION PAPER- SECOND MAXIMUM MARKS: 30
[RENE

o1. T U WA Pl eI H g HRAT Aad B |

02. favafdener gRT U WA IcRyRAHRI § & 9919 TS g $HeAT Sffard 2

03. AR BRI ITRYRKDBT & YH T8 HI A@LMYad IR W AR IAqH I 0TI & U795 & BN Sl

IRYRTST & TIH I WR A fhar 2|
04. FAT BRI ITRYRIDT AU eI D5 UR STHI B IFD] UTaci] AaeT YTl N |

Ae—Ued HHIH 01 ¥ 05 06 B U AYSTRII UL 2 | TIdH U 02 3iF &7 7|
9.1, fefiea AT &1 Ag F9=sy |
Explain the importance of Digital Marketing.
U.2. RT &7 37ef e |
Explain the meaning of Blogs.
7.3, feaex At BT Ansmgy |
Explain Twitter Marketing.
v4. foidess ATHRET BT FHsY |
Explain Linkedin Marketing.
u.5. fasimu= fSSmsiT @ 572

What is Advertisement Designing?

ACc—U9T HHID 06 W 10 dP & I SHSwRIg U & | b U 04 3ih Bl 2 |

u.6. fSfTed ATafeT & ford wWic favelyor & 3y o1 9T 27
What do you understand by SWOT Analysis for Digital Marketing?
7.7. fSRica AT # ye Jouied &I ARy |
Explain Performance Evaluation in Digital Marketing.
U.8. AT NSAT # fAvelyoeid UGN & AR BINTY |
Explain analytical tools in social media.
9.9. de¥I1SC I fAgeiyor &l RS |
Explain Website Traffic Analysis.

U410 T faecifia &1 \9smgy |
Explain Google Analytics.
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BA/B.S¢/B.COM (VOCATIONAL) (SESSION 2022-23) NEP-2020
SUBJECT: EXPORT/IMPORT MANAGEMENT

COURSE CODE : V1-COM-EIMT
COURSE TYPEM: VOCATIONAL

ASSIGNMENT QUESTION PAPER- FIRST MAXIMUM MARKS: 30
[RENE

o1. T U WA Pl eI H g HRAT Aad B |

02. favafdener gRT U WA IcRyRAHRI § & 9919 TS g $HeAT Sffard 2

03. AR BRI ITRYRKDBT & YH T8 HI A@LMYad IR W AR IAqH I 0TI & U795 & BN Sl

IRYRTST & TIH I WR A fhar 2|
04. FAT BRI ITRYRIDT AU eI D5 UR STHI B IFD] UTaci] AaeT YTl N |

Ae—Ued HHIH 01 W 05 b B U AYS«RIY U 2 | TId U9 02 3F &7 7 |

9.1, fata—emara as% @ 87
What is Export-Import Cycle?
y.2. FrIT—3irTd 2q URded & UdHR A |
Explain the types of transportation for Export-Import.
7.3, 9IOR 99 &7 A8 A |
Explain the importance of Market Selection.
U4, RS BT BT 37ef TS |
Explain the meaning of Genuine Buyers.
U5 WBMl AT &I Agd FHSSY |
Explain the importance of Proforma Invoice

Ae—UT HHIP 06 W 10 TP b I ST U 2 | UAb U 04 3ih Bl 2 |

u.6. fafd—amara ¥q i Memal & #ed BT awEsy |
Explain the importance of Local Bodies for Export-Import.

7.7, fafa—amara # fAf= yaR & PraE wal S JHsEd |
Explain different type Payment Terms in Export-Import.

g8 fafd & o Sdre &1 999 9 fhar Sar 87 99ssy |
How is done selection of Product for Export? Explain.

7.9. frafd daeli & o IR 7l &1 1 AR 2?7 IS |

What is importance of Trade Fairs for Export Promotion? Explain.

U.10. ATIST e B AHMSY |

Explain Forward Contract.
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BA/B.S¢/B.COM (VOCATIONAL) (SESSION 2022-23) NEP-2020
SUBJECT: EXPORT/IMPORT MANAGEMENT

COURSE CODE : V1-COM-EIMT
COURSE TYPEM: VOCATIONAL

ASSIGNMENT QUESTION PAPER- SECOND MAXIMUM MARKS: 30
[RENE

o1. T U WA Pl eI H g HRAT Aad B |

02. favafdener gRT U WA IcRyRAHRI § & 9919 TS g $HeAT Sffard 2

03. AR BRI ITRYRKDBT & YH T8 HI A@LMYad IR W AR IAqH I 0TI & U795 & BN Sl

IRYRTST & TIH I WR A fhar 2|
04. FAT BRI ITRYRIDT AU eI D5 UR STHI B IFD] UTaci] AaeT YTl N |

Ae—Ued HHIH 01 ¥ 05 06 B U AYSTRII UL 2 | TIdH U 02 3iF &7 7|

7.1, FRId 2 SfeRTE M @i 9 87
Which are the International Bodies for Export?
7.2, YBRAT BT TS |
Explain Packaging.
U.3. SdIq I bl Hecd HHARY |
Explain the importance of Product Selection.
T4, Dl TR B FHAZ |
Explain Buyers Communication.

u.5. fafa ureares | 87

What is Export Incentives?

Ac—U3T PHHP 06 W 10 dP D U SIHSNT U 2 | TP YT 04 3P T 2 |

u.6. Fata—amara # faf=1 ysR &1 gyaiil el b F9smsd |
Explain different type Delivery Terms in Export-Import.

.7. FAfd—amard T SiFellg 3de" & UBRI &I quiF DI |
Describe the types of online applications for Export-Import.

u.8. T @ ol IR &7 == S fhar STrar 87 \Hsgy |
How is done selection of market for Export? Explain.

v.9. frafd daelq & o uee = &1 w1 "' 8?7 FHsEd |
What is importance of Exhibition for Export Promotion? Explain.

g.10. fAafd—smard # Sig<! @ik weed ufdhamt o aHssy |
Explain GST and Custom Procedure in Export-Import.
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BA/B.SC/B.COM (VOCATIONAL) (SESSION 2022-23) NEP-2020
SUBJECT: OFFICE PROCEDURE AND PRACTICES

COURSE CODE : V1-OFM-OPPT
COURSE TYPE : VOCATIONAL

ASSIGNMENT QUESTION PAPER- FIRST MAXIMUM MARKS: 30
facen—
o1. Y U T Y el H g1 e 3ifard 2|

02. favafdener gRT U WA IcRyRAHRI § & 9919 TS g $HeAT Sffard 2
03. AR BRI ITRYRKDBT & YH T8 HI A@LMYad IR W AR IAqH I 0TI & U795 & BN Sl

IRYRTST & TIH I WR A fhar 2|
04. FAT BRI ITRYRIDT AU eI D5 UR STHI B IFD] UTaci] AaeT YTl N |

Ae—Ued HHIH 01 W 05 b B U AYS«RIY U 2 | TId U9 02 3F &7 7 |

T.1. Braferd MfIeidl @ TSR 9SS |
Explain the types of Office Records?

U.2. ARTHROT & Hed Dl FHIISY |
Explain the importance of Filing.

U3, ThY GOl Bl Ay |
Explain Stock Register.

U4, TH AT & Iqeed AASTSY |
Explain the objects of Postal Services.

U5, THAUTH & UHR FHASSY |
Explain the types of Voucher.

Ac—U3T PHHD 06 W 10 dPb D U SIHSNT U 2 | AP YT 04 3P &I 2|
U.6. BT 3f¥elg Jded & RIgid Ud Sqadl &l ARAT DI |

Describe the principles and objects of Office Record Management.
7.7. ARTHIOT YUTTell & OI—]IY A |
Explain advantages and disadvantages of Filing System.
U.8. SH—UETT & HulgdR0l Ud fAdm=a1gdxo Hl qHSMY |
Explain centralization and decentralization of Post-Management.
9.9. AT doic & AN~ USRI &1 AT DT |
Describe the different types of Office Budget.
.10. ®eI0T BT AEd UG Ufhar Bl TSy |

Explain importance and process of Audit.
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BA/B.SC/B.COM (VOCATIONAL) (SESSION 2022-23) NEP-2020
SUBJECT: OFFICE PROCEDURE AND PRACTICES

COURSE CODE : V1-OFM-OPPT
COURSE TYPE : VOCATIONAL

ASSIGNMENT QUESTION PAPER- SECOND MAXIMUM MARKS: 30
facen—
o1. Y U T Y el H g1 e 3ifard 2|

02. favafdener gRT U WA IcRyRAHRI § & 9919 TS g $HeAT Sffard 2
03. AR BRI ITRYRKDBT & YH T8 HI A@LMYad IR W AR IAqH I 0TI & U795 & BN Sl

IRYRTST & TIH I WR A fhar 2|
04. FAT BRI ITRYRIDT AU eI D5 UR STHI B IFD] UTaci] AaeT YTl N |

Ae—Ued HHIH 01 W 05 b B U AYS«RIY U 2 | TId U9 02 3F &7 7 |
1. IR y€ed & Saudl dI AHISY |

Explain components of Record Management.
¥.2. BRTOT IMEd BRI DT TRV B FHEY |
Explain concept of paperless office.
U.3. T[d A1l & A A |
Explain the importance of Postal Services.
T4, BRI qolc ® AMaLIH acdl Bl IS |
Explain essentials of Office Budget.

U.5. 3BT BT 31t Iarsy |

Explain the meaning of Audit.

Ae—UT HHIP 06 W 10 TP b I ST U 2 | UADb U 04 3 Bl 2 |

7.6. AT Tde TOMel & 3D dedl bl THS |
Explain essentials of Record Management System.

7.7, ARG@ERET &1 fAfel &1 goia B |
Describe the methods of Filing.

U.8. UT®Ul &l fSoig Bl 9Ifdd &Y il gcdhi bl AHSSY |
Explain factors affecting forms design.

7.9. goic a0 @ SQedl & AR DHIH |

Describe the objects of Budget Control.

T10. DAY il & FITUT &1 UlhaT b FHSMLY |

Explain the Process of Verification of Office Assets.
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[RENE

o1. T U WA Pl eI H g HRAT Aad B |

02. favafdener gRT U WA IcRyRAHRI § & 9919 TS g $HeAT Sffard 2
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IRYRTST & TIH I WR A fhar 2|
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Ae—Ued HHIH 01 W 05 b B U AYS«RIY U 2 | TId U9 02 3F &7 7 |

u.1. fasha der &1 a1ef TS |
Explain the meaning of Salesmanship.
7.2, fama qoie &1 9y |
Explain sales Budget.
w.3. oy ufaf=fer & wdt & 3 @ wHsw €7
What do you understand by Recruitment of Sales Representative?
U4, fasmadmar H |E Tg= ufdhar o7 AHssy |
Explain the sound selection process in Salesmanship.

U5, fasr &= o1 312l FHssy |

Explain the meaning of Sales Territories.

Ae—UT HHIP 06 W 10 TP b I ST U 2 | UAb U 04 3ih Bl 2 |

U.6. fasha well # avdd B SR U B AR B |
Describe Skills and Qualities required in Salesmanship.
g.7. faspa gfhar & fAfer=1 =R &1 T8y |
Explain various steps in selling process.
u.8. fam! Sl & Ued & eidd &< &l faffat qarsd |
Explain the methods of appraising Sales Personnel’s performance.
7.9. famr ufdteror @1 faferat o1 dwsTsy |
Explain the methods of sales training.

7.10.f95T DIeT Bl YIfdd BT aTed RGBT FHSSY |

Explain the factors determining the Sales Quotas.
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[RENE

o1. T U WA Pl eI H g HRAT Aad B |

02. favafdener gRT U WA IcRyRAHRI § & 9919 TS g $HeAT Sffard 2

03. AR BRI ITRYRKDBT & YH T8 HI A@LMYad IR W AR IAqH I 0TI & U795 & BN Sl

IRYRTST & TIH I WR A fhar 2|
04. FAT BRI ITRYRIDT AU eI D5 UR STHI B IFD] UTaci] AaeT YTl N |

Ae—Ued HHIH 01 W 05 b B U AYS«RIY U 2 | TId U9 02 3F &7 7 |

U.1. fIhT BT B TAEURM BT AHSSY |
Explain the concept of salesmanship
.2, fdTd fasha BT aHsSY |
Explain Personal Selling.
w.3. famg y€es o7 RSy |
Explain Sales Management.
v4. famg BT # e &1 AEd Idgd |
Explain the importance of Training in salesmanship

U5. faght Brer &1 3ref gdrsy |

Explain the meaning of sales Quotas.

ACc—U9T HHID 06 W 10 dP & I SOSwRIg U 2 | b U 04 3ih Bl 2 |

u.6. [ahy dTeT &1 Hed QET JbXN ddigy |
Explain importance and types of Sales Organization.
u7. I & Ragidl @ IR HIH |
Explain the Theories of Selling.
v.8. famg gfafaferat & vt &1 uftrar &1 A=Y |
Explain the process of recruiting sales representatives..
7.9. fasha dIeT Yomell & Wemrd" &7 GHssY |
Explain the administering the Sales Quota System.

7.10. fIhT &3 & IMMBR Bl YYIAT BT dlel BRI bl TASISY |

Explain the factors determining the size of sales territories.
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FOR FRESH
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[RENE

o1. ¥l URT W BT BRI § 8 AT A 7|

02. favafdenery gRT U WA IRYRAHRT § & G919 TS g $HeAT A 2

03. WA PR ITRYRKBT & YH T8 HI A@LMIYad T W AR IAH I AT & U795 & PN Sl

IRYRTST & TIH I WR b fhar 2|
04. A BRI ITRYRKIDT AU FIT g YR ST PR ST U] 3faeg YTl N |

Nole — All Questions are Cornpulsory.
de - A med sifoamw & -

Short Answer questions -

SR UeeT

2
w4
N

. 1. Differentiate between data and information with suitable example.
mﬁﬁmﬂmﬁﬁawmmwwml

=i s el

J
Q. 2. What do you understand by spoohne’

=afoir & 37T gar aEgd B2

Define the Multiprogramming?

AT B Ui ST

Q. 4. List four facilities provided by Internet through WWW?

WWW® Aed & Sceac &RI UG @f ol aiol 9 Jfdarsii @ Jdt aarsy |

2

Q. 5. Write the use of pdf. jpg. .txt and hinl file.
pdf. jpg. txt 3T himlwrger & y=rar TalRau
Long Answer questions - 4x5

dldacidy yval

Q. 6. Write the use of Information Technology application different areas.
fatéeer g1 & Jeom WIEIOTs! Uil @ STl iU |
Q. 7. Discuss (be working of various component of computer with block diagra.
BIRer @ ffitest wemt @ BRIUTE @ 6 SR ARd aal B
Q. 8. Wrte the different between Primary and Secondary Memory of Computer with example.
mﬁm&%w%ﬁwﬁﬁﬁmaﬁ#mﬁﬁmj
Q. 9. Describe the following —
Toread @ AT -
(a) Word Processing (b) E-mail  (c) Google Docs (d) PDF Creator
Q. 10. How to reduce file size for storage or transter? Write - the tools for file compression.

TCRYl AT GRAWT @ [OT0 Wigel @7 TR dd Of @0 ? Disel OHEIe @ oY ol

feafdan
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ASSIGNMENT QUESTION PAPER- SECOND MAXIMUM MARKS: 30

FOR FRESH
STUDENT
NEP-2020

[RENE

o1. ¥l URT W BT BRI § 8 AT A 7|

02. favafdenery gRT U WA IRYRAHRT § & G919 TS g $HeAT A 2

03. WA PR ITRYRKBT & YH T8 HI A@LMIYad T W AR IAH I AT & U795 & PN Sl

IRYRTST & TIH I WR b fhar 2|
04. A BRI ITRYRKIDT AU FIT g YR ST PR ST U] 3faeg YTl N |

Note — All Questions are Compulsory.
e - wff wem e F -

Short Answer questions - 2X%5

Il e

Q. 1. Define the ISP and URL.
ISP 3T URL & dFgmad|
Q ?  What 1s hatch Processing?
a9 wRafEw w=&n 22
Q. 3. What is System Software and Application Sofiware?
favcA ARdR T UEliddd AR H:M & ?
Q.4 What s Cloud based Services?
I FidT R E?
Q. 5. Write the use of .him_ _jpg. .pdf and _png files.
htm, jpg, pdt AT pag WA & WA TARIUI

Long Answer questions - 4x5
T TR

Q. 6. Describe E-commerce, E-governance and E-Banking.
TRHA, T-MAA=A AT Z-Alehal Bl FASTET |
Q. 7. Describe different types of Input and Output devices.
fafHoot Uiz ol golle Ud Hide 12did obl edeigligd |
Q. 8. What 1s Operating system? Decribe different types of Operating System.
Hiwdn fomes w0 %2 ffi uee & AmfEr feea & gmae )
Q. 9. Define the following with example -
foder @ Faree AfEq uivenfoa @Siw -
(a) Word Processing (b) Database Software (c) E-mail
Q 10 How to rednee file size for storage or transfer? Write the tools for file compression

TR AT JAH B AU Higd B AER B8 BF & ? Bigd SR @ fau oo

el
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MAXIMUM MARKS: 30

[RENE
fl T I B sy # g B Sifard g

faeafdener gRT Usr S ScRyRAasRl § € 9319 TS 8 &A1 Sffard 2|
A BRI ITRYRKTDHT & YIH T8 Bl AEaEFgad [ WX AR ITH AT w7 H7 uqud 8 X Sl

IRYRADT & Y g8 W SHfhd fasam 2|
A P STRYRIBT U MeFIT B8 UR ST B SAD] UTad| AT U P |

01.
02.
03.

04.

Note

e -

All Questions are Compulsory.

AT WREr SiferanT & -

Short Answer questions -

Ag3ccid U9e

Q. L

o
)

Fos
L]

‘-CI
=

Q.5

Write the Basic Step of Creating Webpage n HIML.
THTATE # 99 U9 @ & HE 9T e |
What 15 CSS? Write 1its Features.

HTATH T &7 FHD UAwany fafee

What 1s Interface?

SEIA @RI B P

What is an Internal CSS style?

Uk 3Mdiee AvAvd et @=m &1
What do you understand by Java Script?
ol Rpw F ST g FES &7

Long Answer questions -
3R T wed

Q. 6.
Q.7.
Q. 8.
Q.9.
Q. 10.

Wirite the process of changing font size and style of font in web page.
d9 U1 & Wiec 3T 31T Wlee @ ol dgasl & Uigar Tt |
Define the different types of Selectors in CS37.
Avava & [Afées o & gaemars o UReToT @i
Explain the types of Style sheet with example.
IeTSe i @ UeblRl @Bl 3ETEU Aisd avia 63 |
Explam the use of type of operator m JavaScript with example?
SAReT & 3AUiee & W 28630 Aled Jagngd |
Writc about Data Validation in javascript about cxamplc?

SIAIRGT & SICl dolisole @l 3GReY Jiad oAU |

(B
Wi
-

4x5
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[RENE

o1. ¥l URT W BT BRI § 8 AT A 7|

02. favafdenery gRT U WA IcRYRAHRT § & G919 TS g $HeAT Sffard 2

03. AN BRI ITRYRKBT & YIH U8 BT AEeIYad QT WX AR IqH I4T 997 &1 9e95 & Y Sl

IRYRTST & TIH I WR b fhar 2|
04. A BRI ITRYRKIDT AU FIT g YR ST PR ST U] 3faeg YTl N |

Note — All Questions are Compulsory.

e - Faft uee ziferart T -

Short Answer questions - 2%5
TSR TeE
Q. 1. Explain the Concept of URL.
J3RUA & RIgidl & dvid &3 |
Q. 2. What are the limitations of CSS?.
Avaed JAAT @@ B2
Q.3. What is the Box model in CSS?
Aoava d dlad HAlsa @& & ?
Q. 4. Write the features of JavaScript?
waiRee @t fadwand Rae
Q. 5. What is a name function in JavaScript & how to define it?
oial Repe H d1d haele ael & Ud A &d URHANNG fdbal ofrar & ?
Long Answer questions - 4x5

HEE R EC

Q. 6. What is HTML? Describe the basic structure and types of HTML document.
TACUAUE @1 & ? UdOIUATE cdidoll @ Jd AdeT Ud UBRI @l avied difoid |
Q. 7. What is CSS ? Write its advantage and basic properties.
Auaud o= 2?2 $AG od U4 AN B ferEv |
Q. 8. How can you integrate CSS on a web page? Explain with an example.
AU dd Uol U2 HAUATHA D DA SIS B Tdhd & ? 360 A AASS |
Q. 9. Explain the use of type Array in JavaScript with example?
Saifspe & U & Ul 3820 Aled A |
Q. 10. Write JavaScript Scope in javascript with example?
SAIGE FBIT B ICREY Afga fakau|
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o1. T U W Pl T H g BT AArd B |

2. favafdenery gRT U WA IRYRAHRT § & G919 TS g HeAT Sffard 2
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ITRYRAHT & YW Us TR SHfhd famam 2 |
04. FAT BRI ITRYRIDT AU eI D5 UR STHI B IFD] UTaci] AaeT YTl N |

Note — All Questions are Compulsory.

dic — Jaft wed siferarEl B -

Short Answer questions - 2%5
Y3 gee
Q. 1. What is Computer? Write the advantage of It.
PHFECT PN & ? TAD olel foleau |
Q. 2. 'What do you mean by DPT?
AU F T T FAFHAT 8 ?
Q.3. How to copy. cut and paste text in Page Maker?
UsT A2 A TARE Bl He, U AR IRT BA Bl ?
Q. 4. [Explain process to create new file in Photoshop.
WIeN & o5 BIsd deld @l Uik &l I |
Q. 5. What is Corel Draw?
DIRAZN a8 ?
Long Answer questions - 4x5
CrE3aT ued

Q. 6. Discuss the working of verious component of computer with block diagram.
FHFAEZ B [dTdect Gehl & BRIUOTE! B b SATH Aled =dl SHiTofU |
Q. 7. Explain in brief the tools of Pagemaker.
Uol AdR & ood & ATeTd U Giolu |
Q. 8. Photoshop 1s the most extensively used software in Graphics and Art. Why? Explain.
WICMT AT Ud 3¢ & &MU U A Ul &l dial Jede? & ol P Sasnsd |
Q. 9. Describe the different parts of CorelDraw's application window.

BIAZT B Uoidyd el @ e s @ avid Sifeiy |

Q. 10. Explain with example the method of making visiting card in CorelDraw.

DRAZT H [ATGICIT @IS dellel @f diEr @ 3¢EvT Aed avlel difeir |
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[RENE

o1. T U W Pl T H g BT AArd 7 |

02. favafdenery gRT U WA IRYRAHRT § & G919 TS g $HeAT A 2
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Note — All Questions are Compulsory.

darc - Jet e siferart 2 -

Short Answer questions - 2x5
cg3adld Yo
Q. 1. Explain the importance of DTP.
SiCit  Aead B TFATS |
Q. 2. What do you mean by color modes?
‘—|i\_|". Lol B e _E‘_%J- m E|R"—-1r=— "_IUI?\.I aq
Q. 3. Write a short note on image tool and color replacement tool?
3HOI Tod Ud ol Raidde @ma‘mmﬁmvﬁaﬂ—m"&-_?
Q. 4. Differentiate between vector and raster image.
ATR O IXR SO A SR AT B
Q. 5. Wile a note on Page setup and design in Corel Draw?
WISl & Ud AC3U der Eoisa 7 & fmtar v
Long Answer questions - 4x5
HEETRIL M EE |

Q. 6. How can DTP help to make books and magazines attractive.
At B TwElr o vd uBest @ fRT TeR SrEdE @ ama B 7
Q. 7. Wiitc the feature of Page Malkcr in Detail.
ot Fow @ Tugiumrstt @ fego & fafew
Q. 8. Explam any six lools used i Photoshop
wicenu A 3udla ld diel [dhed] ©» ¢odd @l Adigiise |
Q. 9.  Define logn menfion the process of preparing an Inviration card nsing Corel Draw.
e |
Q. 10. How to Create Special text. object and color effects m CorelDraw.

Tirorgl & fafSicor @S gae @t g @ o afta ovfa atee



