
Q1) Fill in the blanks (Any Five) [5]
i) A modern office means ________

a) Scientific management Technology
b) Modern Technology
c) Old methods
d) No communication

ii) The factors considered while selecting office lacation are _____
a) Office furniture b) Decoration and colour only
c) Only furniture and staff d) None of these

iii) Office Layout means ______
a) appointment of staff
b) arrangement of furniture and equipment
c) decoration of walls
d) preparation of files

iv) Office automation makes the works _______
a) slow and difficult b) easy and fast
c) boaring and lengthy d) manual and hard

v) Office procedure means _______
a) Rules for office decoration
b) Sequence of steps to complete office work
c) Arragement of office furniture
d) Appointment of staff
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vi) Sop stands for _______
a) Standard office place b) System of practice
c) Standard operating procedure d) 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) Explain the role of modern office. [15]

Q3) Explain the features of office Automation. [15]

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

Q5) Explain the Types of office information Booklet. [15]

Q6) Short note (any two) [10]
a) Work flow.
b) Office Automation.
c) Office layout
d) Standarlization of office work.
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gyMZm : 1) àíZ H«$_m§H$ 1 Am{U 6 A{Zdm ©̀ AmhoV.

2) àíZ H«$_m§H$. 2 Vo 5 _YwZ H$moUVohr VrZ àíZ gmoS>dm.

àíZ 1) [aH$må`m OmJm ^am. (H$moUVohr nmM) [5]
i) AmYw{ZH$ H$m`m©b` åhUOo ........

A) OwZr nÕV dmnaUmao {R>H$mU
~) Ho$di \$mB©b R>odÊ`mMo {R>H$mU
H$) AmYw{ZH$ §̀Ìo d V§ÌkmZ dmnaUmao {R>H$mU
S>) g§dmXmMr gmYZo Zgbobo {R>H$mU

ii) H$m`m©b`mMo `mo½` {R>H$mU {ZdS>VmZm ............ {dMmamV KoVbo OmVmV.
A) a§J Am{U gOmdQ> ~) IM©, dmhVwH$ Am{U g§nH©$ gw{dYm
H$) \${Z©Ma Am{U H$_©Mmar S>) darbn¡H$s H$moUVohr Zmhr

iii) Am°{\$g boAmD$Q> åhUOo .........
A) H$m`m©b`mVrb \${Z©Ma d CnH$aUm§Mr _m§S>Ur
~) q^VrMr gOmdQ>
H$) H$_©Mmar {Z ẁŠVr
S>) \$mB©b V`ma H$aUo

iv) Am°\$sg A°Q>mo_oeZ_wio H$m_H$mO .......... hmoVo.
A) _§X Am{U H$R>rU ~) gmono Am{U ObX
H$) H§$Q>midmUo Am{U bm§~ S>) hmVmZo H$amdo bmJVo

v) H$m`m©b`rZ à{H$`m åhUOo .........
A) H$m`m©b` gOmdQ>rMo {Z`_
~) H$m`m©b`rZ H$m_ nyU© H$aÊ`mMr Q>ß`mßß`mZo Ho$bobr nX²YV
H$) \${Z©MaMr _m§S>Ur
S>) H$_©Mmar {Z ẁŠVr
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vi) Sop åhUOo ........ `mMo g§{jßV ê$n Amho.
A) ñQ>¡S>S>© Am°{\$g ßb°Z ~) {gpñQ>_ Am°\$ à°pŠQ>g
H$) ñQ>°S>S>© Am°naoqQ>J àmogrZa S>) qgnb Am°{\$g àmogog

vii) H$m`m©b`mÀ`m OmJoMr {ZdS> ............. gmaÀ`m KQ>H$m§da Adb§~yZ AgVo.
A) a§J d gOmdQ> ~) IM© dmhVwH$ d g§nH©$ gw{dYm
H$) H$_©Mmar d \${Z©Mar S>) darbn¡H$s H$moUVohr Zmhr

àíZ 2) AmYw{ZH$ H$m`m©b`mMr ŵ{_H$m ñnï> H$am? [15]

àíZ 3) H$m`m©b` ñd §̀MbrH$aUm§Mr d¡{eï>ço ñnï> H$am. [15]

àíZ 4) H$m`m©b` H$m ©̀nX²YVrMo _hËd ñnï> H$am. [15]

àíZ 5) H$m`m©b`rZ _m{hVr nwpñVHo$Mo àH$ma ñnï> H$am. [15]

àíZ 6) {Q>nm {bhm (H$moUVohr XmoZ) [10]

A) H$m`©àdmh

~) Am°{\$g Am°Q>mo_oeZ

H$) Am°{\$g boAmCQ>

S>) Am°{\$g H$m_mMo à_mUrH$aU

♦♦♦


