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JB—230—2023
FACULTY OF HUMANITIES
B.A. (Third Year) (Fifth Semester) EXAMINATION
NOVEMBER/DECEMBER, 2023
PUBLIC ADMINISTRATION
Paper-X

(Office Administration)

(Saturday, 16-12-2023) Time : 10.00 a.m. to 12.00 noon
Time—2 Hours Maximum Marks—50
N.B. :— (1) Attempt all questions.

(it) All questions carry equal marks.
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1. Write the meaning and importance of Office Administration. 10
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Explain the meaning of file and methods of file.
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Write the meaning and importance of Sanitation.
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Present the requirement and purpose of Service Book.
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Write the causes and effects of corruption.
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Write the meaning and importance of the office lighting.
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Explain the qualities and functions of office head.
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Write types of Manuals.

Tifedt gRaeha TR @I

9575BFD9B87EOC2D2EEE797FO3A FCF8F

10

10

10



WT ( 3 ) JB—230—2023

5. Write short notes on any two : 10
@) Red Tapism
(11) Stress Management
(@i1)  Office Administration
(iv)  Reporting.
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(v)  ABATA.
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