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N.B. .— (@) Attempt All questions.

(@1) All questions carry equal marks.
(@iz) In question No. 1 wrong answers will carry negative marks.
() wE YA Gea
(i) ¥ YEAET HAE IO SR
{ii) 99 % 1 A Fehi=al IUCH RUMCHSE T[0T 3.
MCQ)
1. Attempt the following multiple choice questions : 10
TTeitel SguaEdl e Hieal :

() WP O Q4T SO is the importance of office administration.

(@) Supervision and co-ordinator
(b)  To collect information

(c) Policy making

(d) ~ All of the above
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Which of the following is not a function of office administration ?
(a) To collect information (b) To store information
(c) To supply information (d) To create law
TEAdeh! I HEATGEE G ®E AR’ 2
(31) wfed! STAfer (&) et wrefao
() wfedt i (®) wEer i o
.................. are the problems of office administration.
(@) Red tape (b) Transparency
(c) Efficiency (d) All of these
.................... —é—‘[ W W]Eﬁ Feparesyi 3:"%-
(31) ATArHATE (&) rEEleR
(%) HEeH (T) ekt wd
............. are qaulities of the Head of institution.
(@)  Decision skill (b) Corruption
(c) Technical ability (d) (a) and (c)
...................... %» W g—&—@-@ -{IUT 3:“%?_[
(a1) fola s (q) I=MER
(%) dqAw e () (1) o7t ()

Match list I with list IT and select the correct answer from the codes
given below.

List 1 List II

(A) Filing (z) Introduction of Institution
(B) Service book (i1) Mistakes of Work
(C) Stress (i17) Information of Employee
(D) Office Manual (iv) Classification of Record
Codes :

(A) (B) ©) (D)
(@) (z11) (1) @) (tv)
b) (iv) (t11) (ir) @)
(c) (i) @) (i11) (tv)
(d) @) (tv) (i1) (111)
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I 19 At I = St agd oo Sehagd 9 s e .

arar 1 arer 11
(A) TEHHIO (i) FE&= W
(B) HaTgfieht (i) =t gt
(C) quma (i17) HHE=ETET ATfEd
(D) wEfeE Hifedr gReh ({v) STfverEmr aFfiehTor
Hehd :
(A) (B) ©) (D)
(1) G GD) @) (iv)
(@) Gv) G (if) @)
(&) @ @) (iit) @iv)
® O (iv) (if) 73)

Which of the following is not a good lighting scheme ?

(@) The light should be enough

(b)  The light should be intact

(c) Property propagate light

(d)  Not be annoying

IURT RO AT YRS TS JfyTseT et ?

(31) YRl RHAT 3@ (9) Yah1eT 2Afadig 3THETE.

() YHRME I GER gel () JEEE 4@l

The Head of the office can be compared to which of the human body ?

(@)  Hands (b) Legs

(c) Brain (d) Eyes

HEE FHETEl qorl el IR o YRl shiar Ad ?
(1) =@ () 9=

(%) g (T) e
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(viiz) What kind of records in employees service book ?

(@)  Appointment (b) Promotion
(c) Training (d) All of these
Fierfen darfEsd B A Fet S 2
(e1) fged (F) =t
() wfergm (%) st Td
(tx)  According to George Terry, the report says .......cc....ccce....
(@)  Inspection (b) Research
(c) Survey (d) All of these
Sifsl = T TR WU
(37) ol (9) HeneE
(%) AT (T) Akt wd
(x) What is the most component of the office ?
(@)  Employees (b) Public relations
(c) Finance (d) Office Establishment
FHECE Al HemTel SEeh TR
(1) HE=E () SHETH
(%) fo (T) HEfe ST
(Theory)
Write the meaning and importance of office administration. 10

FEATTT G HY WAE "o fav .

Or
(fenam)

State the types of Reporting.

AT YhR favE .
Elucidate the functions of Establishment. 10
=] wE favEe .
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Or
(feram)
Explain the importance of office lighting.
FEATTHT YRR HII™ Hed T hl.

4, Write short notes on (any two) : 10
@) Head of Institute
(@)  Service Book
(zii)  Corruption
(v)  Filing.
e feur for (Soemdt @)

(@) wEEE THE
()  arghe
({1) YUEER
(v) TR
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