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Time : 2:00 Hrs. Max. Marks : 100

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 therein. Candidates

should limit their answers to the questions on the

given answer sheet. No additional (B) answer

sheet will be issued.

uksV :µ ;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,

foLr̀r 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.

uksV :µ [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. Define office. Discuss its main characteristics.

dk;kZy; dh ifjHkk"kk nhft,A blds eq[; y{k.kksa dk foospu

dhft,A

2. “Office management is an essential part of business

management”. Discuss.

^^dk;kZy; izcU/k O;kolkf;d izcU/k dk ,d vfuok;Z vax gS**

foospuk dhft,A

3. Describe the services rendered by type writers and

duplicators.

Vkbi&;U= vkSj cgqizfrdj.k ;U= dh lsokvksa dk o.kZu dhft,A
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4. What is meant by office forms ? What is their utility ?

dk;kZy; Qkeks± dk D;k vFkZ gS \ budh D;k mi;ksfxrk gS \

5. Explain the modern methods of filing.

Qkbfyax djus ds vk/kqfud <+xksa dh O;k[;k 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.

uksV :µ [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. What qualities and qualifications of office manager should

posses.

dk;kZy; izcU/k ds xq.kksa o ;ksX;rkvksa tks muesa gksuh vko';d gS]

dk o.kZu dhft,A

2. Describe the main departments of an office.

,d dk;kZy; ds egRoiw.kZ foHkkxksa dk o.kZu dhft,A
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3. Describe the procedure to be followed in handling

outward mail.

ckgj tkus okyh Mkd ds lEcU/k eas viuk;h tkus okyh dk;kZfof/k

dk o.kZu dhft,A

4. Describe the essentials of an effective correspondence.

,d izHkkoiw.kZ i=&O;ogkj dh fo'ks"krkvksa dk o.kZu dhft,A

5. Write an essay on the utility of computer in our life.

gekjs thou esa dEI;wVj dh mi;ksfxrk ij ,d fucU/k fyf[k,A

6. Explain merits and demerits of centralization of office

services.

dk;kZy; lsokvksa ds dsUæh;dj.k ds xq.k&nks"kksa dh O;k[;k dhft,A

7. Explain the various kinds of reports.

izfrosnu ds fofHkék izdkjksa dh O;k[;k dhft,A

8. What do you mean by Agenda and minute book ? Give

its format.

,tsUMk o dk;Zokgh iqLrd ls vki D;k le>rs gSa \ bldk izk:i

nhft,A

**************


