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I nstructions to the candidates:

1) Question No. 1 and No.6 are compulsory.

2) Attempt any Three questions from question No. 2 to 5.

Q1) Fill in the blanks (Any Five) [9]
1) A modern office means
a  Scientific management Technology
b) Maodern Technology
c) Old methods
d) Nocommunication
i)  Thefactors considered while selecting office lacationare
a) Officefurniture b) Decoration and colour only
c) Only furnitureand staff d) None of these
i)  Office Layout means
a appointment of staff
b) arrangement of furniture and equipment
Cc) decorationof walls
d) preparationof files
Iv)  Office automation makes the works
a) dowanddifficult b) easy and fast
€) boaring andlengthy d) manual and hard
v) . Office procedure means
a Rulesfor office decoration
b) Sequence of stepsto complete office work
c) Arragement of officefurniture
d) Appointment of staff
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vi) Sop stands for

a8 Standard office place b) System of practice

c) Standard operating procedured) Simple office process
vii) Selection of office cocasion depends on factors like

a Colour and decoration

b) Cost, transport and communication

c) Only staff and furniture

d) None of these

Q2) Explaintherole of modern office. [15]

Q3) Explainthefeatures of office Automation. [15]

Q4) Explain the Importance of office procedure. [15]

Q5) Explainthe Types of office information Booklet. [15]

Q6) Short note (any two) [10]
a Work flow.

b) OfficeAutomation.
c) Officelayout
d) Standarlization of office work.
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