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dk;kZy; izcU/k
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Note :– This paper is of Hundred (100) marks divided into

two (02) Sections ‘A’ and ‘B’. Attempt the questions

contained in these Sections according to the detailed

instructions given there in. Candidates should limit

their answers to the questions on the given answer

sheet. No additional (B) answer sheet will be

issued.

;g iz'u&i= lkS (100) vadksa dk gS] tks nks (02) [k.Mksa ^d*

rFkk ^[k* esa foHkkftr gSA izR;sd [k.M esa fn, x, foLr`r

funsZ'kksa ds vuqlkj gh iz'uksa dks gy djuk gSA ijh{kkFkhZ

vius iz'uksa ds mÙkj nh xbZ mÙkj&iqfLrdk rd gh lhfer

j[ksaA dksbZ vfrfjDr (ch) mÙkj&iqfLrdk tkjh ugha dh

tk;sxhA
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Section–A

([k.M–d)

Long Answer Type Questions

(nh?kZ mÙkjh; iz'u) 2×26=52

Note :– Section ‘A’ contains Five (05) Long-answer

type questions of Twenty Six (26) marks each.

Learners are required to answer any two (02)

questions only.

[k.M ^d* esa ik¡p (05) nh?kZ mÙkjh; iz'u fn;s x;s gSa] izR;sd

iz'u ds fy, NCchl (26) vad fu/kkZfjr gSaA f'k{kk£Fk;ksa dks

buesa ls dsoy nks (02) iz'uksa ds mÙkj nsus gSaA

1. Describe the scope and importance of office

management.

dk;kZy; izca/k ds {ks= o egRo dk o.kZu dhft,A

2. Which form of the office organisation in your opinion

is suitable for a modern office ? Discuss.

,d vk/kqfud dk;kZy; ds fy, dk;kZy; laxBu dk dkSulk

izk:i vki mi;qDr le>rs gSa \ foospuk dhft,A

3. Describe the procedure to be followed in handling

outward mail.

ckgj tkus okyh Mkd ds lEcU/k esa viuk;h tkus okyh dk;Z

fof/k dk o.kZu dhft,A
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4. What is meant by an office report ? Explain its kinds.

dk;kZy; izfrosnu ls D;k vk'k; gS \ blds izdkjksa dks le>kb,A

5. What do you understand by labour saving device ?

Describe any such five labour saving devices.

^Je cpr* ds lk/ku ls vki D;k le>rs gSa \ ,sls fdUgha ik¡p

lk/kuksa dk o.kZu dhft,A

Section–B

([k.M–[k)

Short Answer Type Questions

(y?kq mÙkjh; iz'u) 4×12=48

Note :– Section ‘B’ contains Eight (08) Short-answer type

questions of Twelve (12) marks each. Learners are

required to answer any four (04) questions only.

[k.M ^[k* esa vkB (08) y?kq mÙkjh; iz'u fn;s x;s gSa]

izR;sd iz'u ds fy, ckjg (12) vad fu/kkZfjr gSaA f'k{kk£Fk;ksa

dks buesa ls dsoy pkj (04) iz'uksa ds mÙkj nsus gSaA

1. State the role and functions of an office manager.

dk;kZy; izca/kd dh Hkwfedk o dk;ks± dh ppkZ dhft,A

2. Explain factors determining departmentation.

foHkkxhdj.k fu/kkZfjr djus okys rRoksa dh O;k[;k dhft,A
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3. Discuss the structure of business letter.

O;kikfjd i= dh lajpuk dk o.kZu dhft,A

4. Discuss the meeting, agenda and minute.

cSBd] ,ts.Mk o dk;Zo`Ùk ij ppkZ dhft,A

5. Explain the importance of maintenance of records.

vfHkys[kksa ds j[k&j[kko dk egRo crkb,A

6. Explain the characteristics of a good reports.

Js"B fjiksVZ ds y{k.k crkb,A

7. Discuss the different types of continuous stationery.

vfofHkék ys[ku&lkexzh ds izdkj dh ppkZ dhft,A

8. Explain the importance of indexing.

vuqØef.kdk dk egRo dks crkb,A
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