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Paper VII

(Office Administration)

(Friday, 22-11-2019) Time : 2.00 p.m. to 4.00 p.m.

Time— Two Hours Maximum Marks—40

N.B. :— (i) Attempt All questions.

(ii) All questions carry equal marks.

(iii) In question No. 1 wrong answers will carry negative marks.

(i)

(ii)

(iii) 1

(MCQ)

1. Attempt the following multiple choice questions : 10

(i) ................... is the importance of office administration.

(a) Supervision and co-ordinator

(b) To collect information

(c) Policy making

(d) All of the above

P.T.O.

6DE5A020D4497605BE7E46C8B9463D48



6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

6D
E5

A
02

0D
44

97
60

5B
E7

E4
6C

8B
94

63
D

48
6D

E5
A

02
0D

44
97

60
5B

E7
E4

6C
8B

94
63

D
48

WT (    2    ) B—348—2019

(ii) 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

(iii) .................. are the problems of office administration.

(a) Red tape (b) Transparency

(c) Efficiency (d) All of these

(iv) ............. are qaulities of the Head of institution.

(a) Decision skill (b) Corruption

(c) Technical ability (d) (a) and (c)

(v) Match list I with list II and select the correct answer from the codes

given below.

List I List II

(A) Filing (i) Introduction of Institution

(B) Service book (ii) Mistakes of Work

(C) Stress (iii) Information of Employee

(D) Office Manual (iv) Classification of Record

Codes :

(A) (B) (C) (D)

(a) (iii) (ii) (i) (iv)

(b) (iv) (iii) (ii) (i)

(c) (ii) (i) (iii) (iv)

(d) (i) (iv) (ii) (iii)

6DE5A020D4497605BE7E46C8B9463D48
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WT (    3    ) B—348—2019

I II 

 I  II

(A) (i) 

(B) (ii) 

(C) (iii) 

(D) (iv) 

 :

(A) (B) (C) (D)

(iii) (ii) (i) (iv)

(iv) (iii) (ii) (i)

(ii) (i) (iii) (iv)

(i) (iv) (ii) (iii)

(vi) Which of the following is not a good lighting scheme ?

(a) The light should be enough

(b) The light should be intact

(c) Property propagate light

(d) Not be annoying

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

(a) Hands (b) Legs

(c) Brain (d) Eyes

P.T.O.
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(viii) What kind of records in employees service book ?

(a) Appointment (b) Promotion

(c) Training (d) All of these

(ix) According to George Terry, the report says ......................

(a) Inspection (b) Research

(c) Survey (d) All of these

(x) What is the most component of the office ?

(a) Employees (b) Public relations

(c) Finance (d) Office Establishment

(Theory)

2. Write the meaning and importance of office administration. 10

Or

State the types of Reporting.

3. Elucidate the functions of Establishment. 10
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Or

Explain the importance of office lighting.

4. Write short notes on (any two) : 10

(i) Head of Institute

(ii) Service Book

(iii) Corruption

(iv) Filing.

(i)

(ii)

(iii)

(iv)
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