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(i) All questions carry equal marks.

(7i1) In Question No. 1 wrong answer will carry negative marks.
() wd e e

(i) EE YAAT FAE O SR

(iii) 999 . 1 A koAl SUUH RUMCH T[0T 3Td.

MCQ
1. Attempt the following Multiple Choice Questions : 10
Trellal Sgaardt ged dieen
(D Q7 ererereeeereerrrneerennereseeeesseenes is/are primary function(s) of office.

(@) Collection of information (b) Provide information

(c) Both (a) and (b) (d) None of these
...................................... %— W -;nzrﬁ:la; m 311%

(@) TGl Hehferd ol (b)  wfed gIfaar
()  E (a) ST (b) d) IUeRT TR
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Success of office administration depends on :
(@) Discontinuity b) Administrative corruption

(¢)  Administrative efficiency (d)  Indiscipline

W W -q-QT .................................. (—)l-{ W mﬁ
(@) A (b)  URTEHE YEER
(¢)  UIMEhE hII &I d) f=

Advantages of office manual :
@) To increase efficiency

(i)  Appropriate for new personnel

(@  Only () (b)  Only (ii)
(¢©)  Both (i) and (if) (d)  None of these
FEYESD EE 3ed

G)  whrEeHad O

(i) A HHAEEA YL

(@) R () ®) (i)

() (i) 3o (if) <@ (d) TRt

Central Government had appointed a committee under the chairperson

of K. Santhanam to prevent ..............ccceeeeeeeiiinnnnnnnn. .

(@) Religiousness (6)  Corruption

(¢)  Ethics (d) None of these
g Y R ———
it frgea et Bl

(@)  =fHeRd (b) YRER

(¢)  Hfcmar (d) aTden! G
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Which of the physical elements is essential for delighted office

environment ?

(@) Lighting and Ventilation
(b)  Sanitation and Cleanliness
(¢) Interior Decoration and Furniture
(d)  All of the above
FHIATEA e TH TGOS RV Hifdeh Seehiel STavdehdl o8 ?
R EINECECIPIESE
(b) = 9 UEE
(¢c) STdId TS 9 iA=L
(d) ot gd
........................................ is the function of Head of Institute.
(@)  Planning of the office work
(b) Directing of office work
(¢)  Both (a) and (b)
(d)  None of the above
...................................... 3 e leteliel 1 a7,
(@)  HEATAA HTEGNTE S Ho)
(b)  FEICH HEERNTE HEIGIH A0
(€ TRl (a) O (b)
(d) oyl AR
Record means :
(@)  Collected information (b)  Note of pre-happening
(e) Both (@) and (b) d) None of these
ST WU
(@)  Teal shetedl wifedt ®) Td s AR
(© T (a) SO () (d) =T A
P.T.O.
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(0377775 E PP is the characteristic of a good filing system.
(@) Simplicity b) Security
(c) Economy (d)  All of these
.................................... %- W %:“-ﬁa;[ q@?ﬁ% W 31-%?[’
(@ 9o (b)  gufEr
(€)  HEHT (d) It AR

(ix)  What does mean by red-tape ?
(@)  All dangerous files in office
(b)  All files in office those are tapped with a red knot
(e) All files in office those are packed in red cloth
(d)  All delayed files in office
ATeAfthd US| 6 ?
(@) HECEA 6 HeRre SRues!
(b) HIAI ATATRAId STEAA SIS
()  FEARE T hUSAHE FEAA SLaast
(d) ~FEEE Yofad gaues
(x) Which is the type of stress ?

(@) Organizational stress b) Personnel stress
(c) Both (a) and (b) (d)  None of these
qUTET= ShI0d YehR 3fTed ?
(@) ~ HEAIHS qUId (b) AR qUE
() T (a) 3O () (d) AT AR
Theory
State the functions of office administration. 10

FRTHE TR i 7.
Or
(fenam)
Write an essay on the ‘noise control’.

‘Tiirerer. fEEmr’ Jer ey fom.
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Elucidate the functions of the Head of Institute. 10
FEEE Y@= e g

o

Or
(feram)

Explain the importance of reporting.

ST Hexd WIS Hl.
4. Write short notes on (any fwo) : 10
(@) Sanitation
(b)  Filing
(e) Corruption
(d) Manual.
dqrema few fag (Foem@ gF)
(@) Tl
(b) &R
(e) ELARCIES
(d) et gRen.
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