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N.B. .— (@) Attempt All questions.

(i1) All questions carry equal marks.
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1. Elucidate the importance of Office Administration. 10

FHEATAI IRIEA Hewe foaee .
Or
(fenam)

State the meaning and importance of office lighting.
FRATTHA Fehel HIEI= A 9 Hewe G
2. Explain the meaning and importance of office sanitation. 10
HETAAE el 31 9 Hewd U .
Or

(feram)
Write the functions of Office Establishment.
FHEfedE s w1 faa.
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3. Write an essay on office manuals. 10
e Hifed! gredenax e ferar.
Or
(fenam)

State the types of reports.

AT TR H.

4. Describe the methods of office filing. 10

c [al [al [al c
hEAIE TR0l Jgdl 90 h{.
Or
(feram)

Elucidate the objective of Service Book.

Tl gy 3fEw v &
5. Write short notes on (any two) : 10
@ Red Tape
(@) Stress
(zi1)  Corruption

(fv) ~ Meaning of Office Administration.
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