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Instructions to the candidate: 

1) All questions are compulsory. 

2) Figures to the right indicate full marks. 

       

Q1) fill in the blanks               [5 X 1= 5] 

a) ------------------is the constantly study of office system and procedures.  

(Office management, Scientific office management, office work, office automation) 

b) Good organisation facilitates accomplishment of  ----------------. 

(workflow, standards, objectives, management) 

c) “Records must be readily available when needed” is the principle of ________. 

 (Authenticity, Security, Accessibility, Compliance) 

d) Mechanized systems are highly ----------------. 

(Flexible, Inflexible, inefficient, uneffective) 

e) ------------ is a work measurement technique.                                                                                                                                                             

(Record management, goal setting, mechanisation, Time study) 

 

Q2) Match the pairs                                                             [5 X 1 =5]                                                            

1. Line organisation                                  1. Standardisation  

2. Grouping of activities                           2. Legal Requirments 

3. Scientific office management               3. Departmentalisation  

4. Mechanisation                                       4. Efficiency  

5. Record Management                             5. Authority flows vertically  

 

Q3) Answer the following (Attempt any two)                                                                   [2X 15= 30]                                                                                      

1. Explain the principles of organising? 

2. What are the objectives of  record management? 

3. What are the factors in selecting office machines? 

Q4) Answer the following (Attempt any 4)                                  [4 X 5= 20] 

1. Write any 5 techiques of time management 

2. Concept of SMART goal 

3. Functional organisation 

4. Objectives of Mechanisation 

5. Digitalisation of record 
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Q1)                                                                 [५ X १= ५] 

१  ------------------                                       स       स     .  
(                ,                         ,               ,           

          ) 

२         स      ------------------ स         स मद      . 
(        , म    ,       ,         ) 

३  "         स        स          स          "    ________           . 
(   द      , स    , स     ,        ) 

४                         ------------------     .  

(     ,       ,       म,       ) 
५  ------------         म  म             .  

(दफ           ,             ,           ,            स) 

Q2)                                                  [५ X १= ५] 

१.       स                                                १. म        

२.    म                                          २.    द             

३.                                     ३.           

४.                                                      ४.      म    

५.                                ५.               द           
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Q3)                 (        द  )                                       [२X१५= ३०] 

१. स                      ? 

२.  दफ                              ? 

३.                                   म             ? 

Q4)           (           )                                              [४X५= २०]  

१.                                       

२.  म            स       

३.       म  स      

४.                      

५.                       

 

 

 

 

 


