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Instructions to the candidate:

1. There are 4 sections in the question paper. Write each section on separate page.
2. All Sections are compulsory.
3. Figures to the right indicate full marks.
Section A
Q1) Answer any Three of the following questions 3x5=15
1. What is office lighting and ventilation?
St argfasT o1 UHTRISTaRIT TGUTS BT ?
2. Describe the techniques of scientific office management.
3. Describe the utility of digitalization of record.
IPiswl fEReargiRH=ar Sugaddd quiH &I,
4, Write the concept of office manual.
PHATAd YIATH JH e fergT.
5. What is the significance of flow of work?

FTIUATET HE<d BT 3Tg?

Section B
Q2) Answer the Following Questions in 50 words each (Any3) 3X5= 15 marks

1. Draw the line organizational structure.

@1 el TG Hlel.
2. What is interior decoration?

ST gelae WU HT?
3. Write the advantages of planning.

e wrae foreT,
4. Illustrate the office layout

FHATTAA siaifd =1 BTeT.



5. Write four principles of organization.

HYead UR < fergT.

Section C
Q3) Answer the following Questions in 200 words each (any2) 2x 10= 20 marks
1. Explain the principles of office layout.
BT et YAl avd TP Hr.
2. Elaborate the factors affecting office location.
PHATAATT TITHTER TRUITH HIUMY Hedh fawgd B
3. What are the principles of record management?
SRR HAARITYATH d<d BT 3MTed
4, What are the types of organization?
HYed UHR B 3ATgd?
Section D
Q4) Answer the Following Question in 300 words (any one) 1x20=20 Marks..

1. What is modern office? Explain the functions of modern office?

Yfe Frafay B S1a? NYe Srataard 14 Fqime
2. Explain the factors affecting office environment?

HTITALN ITATIRUNER GRUTH HRUTR Uedh Y H?



