16.

i,

18

19.

20.

PART C — (3 x 10 = 30 marks)
Answer any THREE questions.

What is private office? State its merits and
demerits.

slUUl L SDICIDGD CTETHTL GTETET? S EnL L
BETEDLOEET LOHYILD ELOSEET &0 )15

Explain the different types of office manual in
detail.

sigeues @sCuigea LOCan eumssmer aflflours
cllenéEs.

Enumerate the role of office manager in modern
office. ; '» o

poian S@anssdd oi@ews Coeorerfer Lmems
T(H&SIDTES. '
Differentiate horizontal filing system and vertical
filing system.

fevflewes Cari@Gsd pep wLHMD CebEGssis

- Gamud@pse papsmer CaunuBSsis.

Describe the criteria for selection of machines and
equipments.

Quibdniser LoD SETEUTL_BIGEEnET
CsiiQs(LILgHaTean smyeafamer ellersEs.
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- PART A — (10 x 2 =20 marks)

AhsWer ALL questions.

State a:ny two functions of office.
sgeossdan gCagib @ram® Lamilsmer ais.x@gaa. .
What is meant by office environment?
Sigiaes SHNEGIRS LD Sfleis Tean?

What is organisational chart?

el 6NeTESLILIL LD GTETDITE) 6TETe?

What is meant by. decentralization of office
service?

Uenups SiQaias Games LiHHl oifleug) erenan?

What is office system?

(IEUGS (PEDENLD aa‘ngmﬁo GTement?




10.

1.

What do you mean by inward mail?

2 GTeu(HLD i@Epsen LN BelT oidleus) ereman? -
What is meant by continuous stationery?
Qgmit erpgQuTmer LHM iBleusy) eremer?
Define the tefm indexing.

GNEIBSD Teid LSSMmS QUenTLMmIES.

What is punched card machine?
gleveruL il L smi() @ubSib erempmed erene?

What is duplicating?

Cumed erenmmed eravment?
PART B — (5 x 5 = 25 marks)
Answer ALL questions.

(a) What are the objectives of office layout?

DADICUDE  DMOLILIG Q‘;]LLg,ﬁem Crrésnigar

wimeneu?

Or
(b) Briefly explain the types of artificial lights.

dewpeswurer ofeté@ eusdular  eumssmeT
&(HEHLONE 6l6Té 5.
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12.

13.

14.

15.

(a)

(b)

()

(b)

(a)

(b)

(a)

(b)

What are the of office

organisation?

importance

SAQICUDS ALOLIAET (PSS LSS OUBISET WTeneu?

Or

What are the disadvantages of office
manual?

Siieuns @maGLig 6T SESET WTemeu?

What are the objectives of form control?

Uiy el SLOUUTL g 6t CBT&ESHISET WTenel?
Or

What are the principles of form designing?

Uil euigeuannggadlan CamlLm(Hisar wirene?

Explain the various functions of filling.
Gamu9@sear LoGaum Larflsamer edleufl.

Or
What are the importance of indexing?
GOSN (&S LISHIURISAT WTemal?
Discuss briefly the basic principles of
selecting the office furniture.
SIRICUDE ADDEE)GTHEDET @gfr(rjr,@g,@uug,gba;rrm
Sl LUl Qsnearenssmen &HEHOTs elloundlés.
Or :
State the objectives of using machines.
Qupdlrsems uweaLRgeuse Corésmismar
ENWES
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