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Note —
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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.
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Section—A
(TUS—h)
Long Answer Type Questions
(et s uve) (2x26=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.
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1. Define office. Discuss its main characteristics.
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2. “Office management is an essential part of business

management”. Discuss.

“HITAT oY AT Yoy kT Ueh S 3 '
foa=rm wifsa |

3. Describe the services rendered by type writers and
duplicators.
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A-0707 (2)



4. What is meant by office forms ? What is their utility ?
FHETd HH 1 L T 2 TR A ST § ?
5. Explain the modern methods of filing.
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Section—B
(Tvs-w)
Short Answer Type Questions
(ST T T99) (4x12=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.
e~ TUE ‘W # A3 (08) @Y Sl WA ¥ T E,
e U9 & ot g (12) 3k fAuifia €1 fanfemt
HI TTH 9 Hadl AR (04) T & SW 4 T
1. What qualities and qualifications of office manager should

posses.
FETd Fo & T o ArEarsdi o ST S A g,
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2. Describe the main departments of an office.
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3. Describe the procedure to be followed in handling

outward mail.
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4. Describe the essentials of an effective correspondence.

Teh GTEqUl GS-=FeRR i fasioaisti 1 o sifsr |

5. Write an essay on the utility of computer in our life.
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6. Explain merits and demerits of centralization of office

services.
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7. Explain the various kinds of reports.
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8. What do you mean by Agenda and minute book ? Give

its format.

TSl 3 HIEaTEl &deh H M9 91 FH § 2 SR HIe
difsra

sk st st s o ok ok ok ok ke sk sk skook

A—0707 (4)



