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N.B. .— (@) Attempt all questions.

(iz) All questions carry equal marks.
(zit) In Question No. 1 wrong answers will carry negative marks.
(@) W& WA gredn
(i) W|E AR TEE O SR
({ii) A . 1 o JHioA ST RUMHE 00 .
MCQ 10
1. Attempt the following multiple choice questions :

Toe SguaEl WA diedl

(1) The work of brain in human body is as those work of .................. in
administration.
(A) Office (B)  Society
(C) Lighting (D) Market
w m a m ﬁ—iﬁ Wﬁ, aq a’?l-ﬁ W@ .................... a m.
(A)  FEed (B) &AW
(C) U=&rt D) 4N
(2) Office is important :
(A) For Government (B) For Management
(C) For Society (D)  All of these
‘e’ HEEE R
(A)  ITHAHE! (B)  HIATTIATIG!
(C)  HHSTHIS (D) AT wd
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Which of the following is an element of office environment ?

(A) Sanitation (B) Lighting

(C) Both (A) and (B) (D) None of these
GTSIBUh! IVl HIEATGT IAERoTel ¥k 3R 2

(A) Tl (B) TSR HTEM
(C) (A 3 (B) & (D) @Rt R

Qualification of the Head of Institute :
@) Education

@11) Experience

(ziz) Personal Qualities

(tv) Training

(A)  Only (i) (B) Both (i) and (ii)
(C) Both (i) and Gii) D) (), (i), (i) and (v)
°h|¢|i(¢¢| Hd@loql qQEEdq e 3:"%?'[

@) R

Gi)  oE

(i) oIt T

(lv)  TRET&TOl

(A) @@ () (B) () 0T (i) =

(C) (@) Mo (i) <= D) @), @), (D) 0 (o)
Choose the wrong pair of the following :
(A) Office environment — Sanitation
(B) Mistakes in work — Stress

(C)  Quick action — Red Tapism

(D) Lokpal — Corruption

TooYs! getdl Siel feel

(A) °|')|¢|k¢¢| JIdre’0] — E&E=5dl

(B) @A gHI — qUE

(C) ok HHEl — ST BARTE!

D) THITG — YEER
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Identify the correct pair of the following :
(A) Filing — Security

(B) Report — Book Indexing

(C) Red Tapism — Quick Work

(D)  Service Book — Introduction of Institute
ooy g Siel @

(A)  wiiieR — g

(B) 3®dle — T g

(C) TOHRTE — o8 HE

(D) Fa1 g — GO Ui

Why is filing important ?

(A)  For proper sorting of record

(B) For easy availability of record

(C) For arrangement of record

(D)  All of the above

TR’ 1 HEeET 3R ?

(A) THUISTE I GGEH B HvAS]
(B) TGS HeSl IYGSH RE AR

(C) TEUES IMg YEHd STvImES!

(D) aleus §&

..................... is a demerit of office administration.
(A)  Corruption (B) Red Tapism
(C) Both (A) and (B) (D) None of these
ohlqi@q P ERIES 1 AR g-]. a-q 3:"%»

(A)  U=ER (B) orofhaael

(C) (A) 7o (B) <&l (D) IR D
The effect of stress is ..............
(A) Decrease in efficiency (B) Mistakes in work

(C) Both (A) and (B) (D) None of these
.................. g-[ GMICIE] qﬁ'ﬂ'l'l'q 341%-’
(A) HEFAI = (B) whmd el

(C) (A =for (B) <t (D) IRt AR
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State the Elements of Office Environment.
oh|¢|i(¢¢{r\|v-| °||('I|°|{Ulla Ydch T .
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(10) Match the List I with List II and select the correct answer from the
given code :
List I List II
(@)  Service Book @) Alphabetical arrangement
(b)  Report (1)  Information
(c) Office Manuals (i11) Evaluation of employee’s work
(d) Filing (tv)  Entries of the employee’s services
Codes :
(@ b)) (o d)
A G@u) Gu) @ @
B) @) @) @ (i)
< @ (@) @) (o)
D @ @ () (@)
IS 19 ARt I = St o ko Hehaga ard S| eer
R | et 11
(@ 9o GiEieh ()  SAENHUTER A
() 3EdS Gi) — wfedt
(¢) wEed wfedt GRAR (i)  HHEEETS SR JdHd
(d) =TT (F&iRL) (v) HHATAHEE TR
Hehd :
@ b)) (o d)
A Guv) Gu) @ @
B) @) ) @ (i1)
<C @ (@) @) Gv)
D @ @ () (@)
Theory
Explain the functions of office administration. 10
FEGT WEMEAE & T &
Or
(fenam)
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3. State the meaning and types of office manual. 10
St et T s St FER .
Or
(feram)
Write the causes and consequences of corruption.

YRERET hRO o gRomd 9rm.

4. Write short notes on (any two) : 10
@) Red Tapism
(@)  Functions of Head of Institute
(zizt)  Methods of Classification of Filing

@iv) Importance of Office Administration

FIEE AR dredE few fem
()  oSfhael

(i) AT THE H

(i) ~ TR TSRO TG

(Gv) HEGT WIEAE HEd.
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