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(Office Administration)

(Monday, 21-4-2025) Time : 10.00 a.m. to 12.00 noon
Time—2 Hours Maximum Marks—50
N.B. .— (1) Attempt All questions.
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(2) All questions carry equal marks.
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1. State the meaning of office administration and its functions. 10
HEACE GIEAE HY WA hE W A
Or/feRar

What is Fitting ? Write its types.
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2. Explain the meaning and type of office manual. 10
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Or/fenar

State the causes and consequence of corruption.
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3. State the concept of office and its importance. 10
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What is meaning of Tress ? Write the causes of Tress.
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4, Write the importance of office lighting. 10
FRENT YT FIEd e favg .
Or/ferar
Write the functions of Head of the Institute.
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5. Write short notes on any two of the following : 10

@) Service Book

(i1) Red Tapism

(@i1)  Noise Control

(v)  Report.
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