15.

16.
17,

18.

19.

20.

. (a) What are the various types of index system?

GOWULH @enpenwuder LwGam  cuamsseT

GTGITGOT'? :
Ox _
(b) What are the essentials of a good filing
system?

paved Camindlislla =i 160156 erevnen?
SECTION C— (3 10 = 30 marks)
Answe;' any THREE questions.
Deseribe the imporzance of an office.
2glaessslan (phHLsgeisams LDHI adlelil.

Wiite an essay on the flow of office work., . -
Sl@leuas Liemtludlar gL 1b Lbl s_HenT cuanis.

Describe briefly ths various equipment’s used for
Processing data. :
ueGeaun e LsgamEsE  LLaLT( ereaITn  STe
Cawumrs@sng erarimasl LnHl allel.

Describe briefly the mail handling Process.

Wlenenrepaey ansiergea e apann Lphl ableu.

Describe briefly the various old methods of filing.
Lenpw (penm Cam 1L sfen L Cauml aessEmerts L)
elaufl,
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' BABA35A— OFFICE MANAGEMENT

Time : Three hours

ot

‘Maximum : 75'_marks
SECTION A — (10 % 2 = 20 marks)
Answer ALL questio ns:

What is meant by office?

<D E)IEUGSLD GTETTMTE) 6TEIG0?

~ State the elements of office management.

i@iaias Cararenioudler s miser LHDl eTipgls. |

What is artificial Lighting?

- Dewmens eSlend @aEeT eranymed erayen’?

How will you reduce noise?
TG SIQICIADE ESBHMS GDEHS (P LD ?"
What is duplicating?
UG eresmme eremmen?
What is copying?
(&G0 TS (5 GTETTHITED Gremen?
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10.

i

What do you mean by mail?

LO\GITGHT(GR 60 GTEUTLISE0T GlLm(merr GT;EéiTﬁ'DT?

Define Communication.

SEaI® QETLIL - alenTLs.

Write any two types of records.

c%msmg;ﬁw FCseild @@susma;a;m@rr GT(LDSI5.

What are the functions of fllmg'?

(gaarrrru Qe Liemflger 1w I'I'EE}G'LI?

D)

SECTION B . (a X5 =25 marks)

Answer ALL questions.
What are the characteristics of successful
office manager?

CleupmlErLoman SIDICUNE GLoeumamifler

ApnS e L ger wreneu?
Or

Describe the various bagic functions of an

office briefly.

Sigiaeasslear LeGauy gl Lanflaeaneril
Ll smdeLone eflaur.
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14.

(a)

(b)

List out thé merits and demerits of urban

‘site.

B&TLD . SeTgsler - ' IHGITGHLD
U g eS (s

e

Descrlbe the different methods of Prowdmg

Proper ventilation.
penpuinan sMHCHTLL Sdlaner alpmiEh LdCay
penpsanarl LSl eflaurl.

~ What are the functions of Computers?
' gowflanflulles Lisnflaer eremen?

Or

Write an essay on the advantages of using
machines in office.

DIE)IELG B @Sl e uumu@ggmﬂaﬁ
IBEITENLDEHENET &L (HenIILITE 6T (LY.

State the various forms of internal
communication,
o 1 L seale Qarmder LeGan LigakigeamerL
uHdl e me.

: Or
What ave the benefits of efficient mailing?
Soanwwirar  2iErgdlar UGN  BETenLOSET
GTEUTEUT?

3 i _ 957

Emmgmmﬁ



