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Note :– This paper is of Seventy (70) 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 % ;g iz'u&i= lÙkj (70) 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) (2×19=38)

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

type questions of Nineteen (19) marks each.

Learners are required to answer any two (02)

questions only.

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

iz'u ds fy, mUuhl (19) vad fu/kkZfjr gSaA f'k{kk£Fk;ksa dks

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

1. What is the modern concept of office ? State its

characteristics. Why the office is sometimes called the

service department ?

vk/kqfud vkWfQl dh vo/kkj.kk D;k gS \ vk/kqfud vkWfQl dh

fo'ks"krk,¡ crkb,A vkWfQl dks dHkh&dHkh lsok foHkkx D;ksa dgk

tkrk gS \

2. State and explain the functions of office management ?

vkWfQl eSustesaV ds dk;ks± dks crkb, ,oa le>kb,A

3. What do you mean by mail ? Explain incoming and

outgoing mails.



A–0243 ( 3 ) P.T.O .

esy ls vki D;k le>rs gSa \ vkxeu esy vkSj fuxZeu esy dh

O;k[;k dhft,A

4. What is Computer Network ? Define different types of

computer network component.

dEI;wVj usVodZ D;k gS \ dEI;wVj usVodZ ds fofHkUu izdkj ,oa

muds ?kVdksa dks ifjHkkf"kr dhft,A

5. Explain the tenn e-Commerce. Explain different types

of e-Commerce models.

bZ&dkWelZ 'kCn dks le>kb,A bZ&dkWelZ ds fofHkUu izdkj ds

ekWMyksa dks le>kb,A

Section–B

([k.M–[k)

Short Answer Type Questions

(y?kq mÙkjh; iz'u) (4×8=32)

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

questions of Eight (08) marks each. Learners are

required to answer any four (04) questions only.

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

izR;sd iz'u ds fy, vkB (08) vad fu/kkZfjr gSaA f'k{kk£Fk;ksa

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

1. Explain e-Payment system.

bZ&Hkqxrku iz.kkyh dh O;k[;k dhft,A
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2. Define Data leakage.

MsVk yhd dks ifjHkkf"kr dhft,A

3. Define Database and types of data model.

MsVkcsl dks ifjHkkf"kr dhft, ,oa MsVk ekWMy ds izdkj fyf[k,A

4. What are the benefits of e-Governance ?

bZ&xous±l ds ykHk D;k gSa \

5. Define Reports and its types.

fjiksVZ dks ifjHkkf"kr dhft,A fjiksVZ ds izdkj fyf[k,A

6. What do you mean by minutes ?

feuV~l ls vki D;k le>rs gSa \

7. What do you mean by e-Banking ? List the benefits of

e-Banking.

bZ&cSafdax ls vki D;k le>rs gSa \ bZ&cSafdax ds ykHkksa dh lwph

nhft,A

8. Define various e-Office management tools.

bZ&vkWfQl izca/ku ds fofHkUu midj.kksa dks ifjHkkf"kr dhft,A

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


