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HANDLING OF OFFICE EQUIPMENTS - 11
frutha am : 3 9] [StRERa 3 : 60
Time allowed : 3 Hours] [Maximum Marks : 60
qe: () FHA-FAATARAG NG HE |/
Note : There are three sections A, B and C in the paper.
(ii) BT A T G 1 % G 10 9T % IR G | IAF 9T T 3% BT 8 0
G 10 91T TGHE JFRF T F & |
Answer all the 10 parts of the question No. 1 in section A. Each part carry
one mark and all 10 parts have objective type questions.
(iii) B @ F 8 T 4 @ gl 6 T & IR HIT | T 597 3 37 BT 8 0
F7H1 5 ST5/50 F1eg] 7 IR i |
Answer any 6 questions out of the 8 questions in section B. Each question
carries 3 marks and to be answered within 5 lines/50 words.
(v) IFT @ F 6 797 7 8 gl 4 3o & IR T | % T97 8 3% F & T
gTHT 15 T5T/150 151 7 IR GG |
Answer any 4 questions out of the 6 questions in section C. Each question
carries 8 marks and to be answered within 15 lines/150 words.
(v)  TEF QFT F G I %) HHAR T GTY § Hiord |
Solve all the questions of a section consecutively together.
(i) @ eI 7 s1=R g7 B R B 3 e & A= E |
Only English version is valid in case of difference in both the languages.
-q
SECTION - A
1. () U wEiid o Qe Srel #® 8 ?

(2) T I S FATih oh See) 3 Hereral 8 Wi Jehal 3 |
(b) T T S Tierd 9 @ Aol vg 3R Bie Tl 7 |

() Towre! ! geidra &9 B Hiet T o 7T Teh 3T |

(d) TormrR! ot var e o % foTe Teh U |

What is an automatic letter opener ?

(@) A device that can quickly and efficiently open envelopes.
(b) A machine that can read and sort mail automatically.

(c) A tool for sealing envelopes securely.
(d) A device for printing address onto envelopes.
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Sk e @ 7

(a) <o Tl ohl BuTS % ot seamre <hl ST areft wsf
(b) AT 3R ariedt <hY Shfeh o foT gt we Wt

(c) Tormmh el fife s & fore swammar 61 St arreft wsf
(d) RS ! Th i 3 foTT sEmTet it I STl wi

What is franking machine ?

(a) A machine used for printing postage stamps.
(b) A machine used for franking letters & parcels.
(¢) A machine used for printing envelopes.

(d) A machine used for scanning documents.

HIR % G TeH T3 7

(a) HINR, HEE 3R wR=d (b) i, 3 3R RS feamsd
(c) Tiiex, TR ae SRR (d) TR, TTEHIHH 3TN SFhT
What are the main components of a computer ?

(a) Monitor, Keyboard and Mouse (b) C.P.U., RAM and Storage devices
(c) Printer, Scanner and Copier ~ (d) Speaker, Microphone and Webcam

3-Uc] TR FATR 7

(a) -t | A Teh T

(b) 3-Te H e T e fefoed gwaier
©) 3Tt o T yreqepaiian <l Weh =l
(d) T BRI $-AeA F Ty Sf I B |

What is an e-mail attachment ?

() A message included in an e-mail

(b) A digital signature added to an e-mail
(¢) A list of recipients for an e-mail

(d) A file that is sent along with an e-mail

R ST h1 IMTTsh R pem fomam o 7

(a) UEie AMIEE (b) =TeE Se

(©) MR (d) foeh =it

Who invented paper shredder ?

(a) Abbot Augustin Low (b) Charles Babbage
(¢) Arthur (d) Pitney Bowes
3h ToEeH 1 & 1 R 8 ?

(a) Ush 3HTG o foru i f—mror e & |

(b) Taftr= et & s fifsan wehat 1 sETia T |

() Tl s &t % suferal o iy T 6 SR & |
(d)  ETiera GeeT Waki BT IaT TRTHT 3T Hash T |

What is the main function of a intercom system ?

(a) To provide access control for a building.

(b) To transmit video signals between different locations.

(¢) To allow communication between individuals in different room or areas
(d) To detect and alert against potential security threats
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(vi) EReL 3TN % FoTQ Terd |rr= YehR 1 Bt s @ g ?
(a) Foic T (b) osR ST
(0) -z fie (d) enfer i
What is the most common type of printer for home use ?
(a) Inkjet printer (b) Laser printer
(¢) Dot-matrix printer (d) Thermal printer
(viii) St # o5 o T ST fomar ST & 7
(a) TereE (b) hi-aaE
(c) hiehd oid (d) U | B IS T
Which lens is used in projector ?
(a) Rear lens (b) Convex lens
(¢) Concave lens (d) None of the above
(ix) U BT aufie w1 e ferem foram o 2
(a) TETE U (b) TeaE fwy
(c) el aud (d) =Ted SRt
Who invented paper folding machine ?
(a) Edward Paul (b) Edward Smith
(©) Charlf:s Babbage (d) Charles Walker
(x) frafafga 32w o o, &6, ol w1 SR FH AW E ?
(2) eI gs gam i R (b) 3T G 3T <hl TorAT H HH AT
(c) HH=TREl % T Sgat TR (@) 3 aeft
Which of the following is an advantage of using a CCTV system ?
(a) Increased security and surveillance
(b) Reduced cost compared to other security measures
(¢) Improved communication between employees
(d) All of the above (1x10)
Qe — &t
‘ SECTION - B
2. UM Hifeen mefid HTRTHR R ?
What is the use of paper folding machine ? 3)
3. Sk wefi ST qEU AT AR 7
What is the other name of Franking machine ? 3)
4. T TR FoRem feram o ?
Who invented computer ? 3)
5. oot A wRIE ?
What is label printer ? A3
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12,

13

14.

15:

- L ?
What is an E-mail ?
FIfrere 521 1 3yant faf |
Write use of fire-extinguisher.
YT Se HRITer | I HE Bl 8 ?
What function paper shredder do in an office ?
u. . fRrem & @ o fafen |
Write two advantages of an A.V. System.
YA —
SECTION-C

FRIT % - I o ST aret Teed o 1=t b1 avia hHif |

Describe any three equipments used in mailing department of an office.

Write short note on the following :
@) FR

Computer
(i) 3-7

E-mail

ot . & . w fera o faRaa |

Write detailed note on C.C.T.V.

o=t =1 wmEmI
Explain the following :
(@)
Projector
(i) W€
M.F.D.

SR 45 1R 7 56 TR I THIET |
What is fire extinguisher ? Explain its types.

u.of). freen 3 R S | o quesy |
Explain briefly A.V. System and Scanner.
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