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(iii)

MCQMCQMCQMCQ 10

1. Attempt the following Multiple Choice Questions (1-10) :

(1) Qualification of the head of institute are ................. .

(A) Personal qualities

(B) Formal education and training

(C) Experience

(D) All of the above

(A)

(B)

(C)

(D)
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(2) How many basic types are there of function of the office ?

(A) 2 (B) 4

(C) 6 (D) 8

(A) (B)

(C) (D)

(3) ........................... is an important factor to effect on the efficiency of

employees ?

(A) Office environment

(B) International environment

(C) Religious environment

(D) None of the above

(A) (B)

(C) (D)

(4) Which of the following is not a part of office environment ?

(A) Lighting (B) Safety

(C) Swimming pool (D) Sanitation

(A) (B)

(C) (D)

(5) Choose the wrong pair of the following :

(A) Lokpal — Corruption

(B) Mistakes in Work — Stress

(C) Quick action — Red Tapism

(D) Paperless Office — Computer

B3AF0F5C836BBA5CCEC750B3A86A6AD6



B3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6

B3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6

B3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6

B3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6

B3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6

B3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6

B3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6

B3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6

B3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6

B3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6

B3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6

B3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6

B3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6

B3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6

B3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6

B3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6

B3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6

B3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6

B3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6

B3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6B

3A
F0

F5
C83

6B
BA

5C
CEC

75
0B

3A
86

A
6A

D
6

WT (    3    ) S—269—2018

P.T.O.P.T.O.

(A)
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(D)

(6) Which of the following is a method of classification of filing ?

(A) Alphabetical arrangement

(B) Numerical arrangement

(C) Chronological arrangement

(D) All of the above

(A) (B)

(C) (D)

(7) ...................... is/are the objectives of office manual.

(i) To give information of work methods and rule

(ii) To give information of objectives of office

(A) Only (i)

(B) Only (ii)

(C) Both (i) and (ii)

(D) None of the above

(i)

(ii)

(A) (i)

(B) (ii)

(C) (i) (ii)

(D)
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(8) The cause(s) of stress is/are ................... .

(A) Lack of resources (B) Burden of work

(C) Lack of co-operation (D) All of these

(A) (B)

(C) (D)

(9) Which of the following is not a problem of office administration ?

(A) Red Tapism (B) E-Administration

(C) Stress (D) Corruption

(A) (B)

(C) (D)

(10) Which is/are the principle(s) of Good Report ?

(A) Principle of purpose (B) Principle of brevity

(C) Principle of accuracy (D) All of these

(A) (B)

(C) (D)

TheoryTheoryTheoryTheory

2. Explain the meaning and functions of office administration.

Or

Elucidate the meaning and types of filing.
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P.T.O.

3. State the meaning and types of Reporting.

Or

Write an essay on the office stress.

4. Write short notes on (any two) :

(i) Head of Institute

(ii) Sanitation

(iii) Corruption

(iv) Manuals

(i)

(ii)

(iii)

(iv)
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