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(@)
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All questions carry equal marks.
In Question No. 1 wrong answers will carry negative marks.
wd g Hredn
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1. Attempt the following Multiple Choice Questions (i-x) :

AT
@)

SEIAE Yed diedn (i-x)

Office is important :

@)

(@)  For Government (b)  For Public Relation
(c) For Society (d)  All of these

FEEE He@™ TR

(@)  STEATER (b)  SAHURER!

(c)  wESTEE (d) et Td

Pick out the wrong pair from the following :
(@)  Lighting — C.F.L.

b) Noise Control — Sound Proof

(c) Head Institute — Indiscipline

(d)  Cleanliness — Dustbin

P.T.O.
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WAy gehtel Set silesen :
(@) THEI — 9.TF.Ta.
) oTES fEEm — e giaey
¢ wHEeE yHE — <R

d) @ — HAURS]

....................................... is the function of Head Institute.

(@)  Office Planning (b)  Organization of Office
(c) Office Discipline (d)  All of these

FEGE FHE wE STRd

(@) e FHEeE (b)  HEEE G

() e e (d) =Rt we

There is need of office manuals .............cccccoeenii. .

) For introduction of office

(@1)  For introduction of organization

(@ Only () (b)  Only (i)

(c) (@) and (i7) (d) ~ None of these

@) HIATAATAT HIfGdIHTo!

(1) TEET= AifediEnst

(@  ®E (1) (b) K ({0)

© @ F @) (d) It AR
....................................... is important in office administration.
(@) Regulation (b)  Discipline

(c) Report (d)  All of these
HECTE GRS e 3Ed

(@  fm ®) =

(c)  T&dIA (d) A wd
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WD) e, is not type of office filing.
(@) Spike file (b)  Box file
(c) Flat file (d)  None of these
................................... Frfem aREE TR A,
(@) AR TReR (b) U=l =i
(¢  ¥ue e (d) ~ ardet R

(vii) Pick out the correct pair from the following :
(@) Office importance — Red tape
(b)  Office function — Corruption
(c) Office administration — Effective operation
(d) None of the above
TIClAuh! T Sl siieen :
(@) HEEEE Fed — o fhd
b) FHEEEET wE — IRER
(¢) G WIEH — 96 e

(@) ol "
Wi @ S S o e is the problem of office administration.
(@)  Red tape (b) Stress
(c) Corruption (d)  All of these
T R o1 Sl rere>) S - SR .
(@) < fwd (b)  dumda
(€  Y=ER (d) AR wE
(ix) ~ The effect of stress is :
(@) ~ Mistakes in work (b)  Decrease in efficiency
(c) Increase in efficiency (d) Both (a) and (b)
..................................... g—l- GUICIEN -q-rTU-n-q 311%’
(@) A TR (b) wEEHAd
(¢)  HEHHId dMe d) (a) A0 (b) &I
P.T.O.
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() e is a demerit of present office administration in India.
(@) Red tapism (b)  Corruption
(c) Both (a¢) and (b) (d)  None of these
ﬂT{_Cl'I_Cﬁ?*T Wﬂﬂ?‘ﬁ? LR IIES G L | RS SIRI R g-]» @"3[ 3:{1%»
(@  TcAthazel (b)  YRER
(c) (a) 301 (b) <= (d) ~ amdeRt e
Theory
2. Explain the meaning and importance of office administration.
HETE YT A9 ST He™ e .
Or
(feram)
Write the causes of corruption.
TN HR o

3. What is Filing ? Write its types.
TR0 US| i ? T YR foTal
Or
(fenam)
Write the functions of Head of Institute.
FEGE g & o

4, Write short notes on any two :
(@) Report
(11) Noise control
(zii) ~ Manuals

(iv) Stress.

HIVEET S e few famr

@) 3T8dId
@) smEn fAEs
(i) et gident
@iv) qoId.
AH—349-—-2019 4

B3E99BEO94CFCESEGA043B84E90A 1014



