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OFFICE MANAGEMENT & SECRETARIAL PRACTICES
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Note : Question No. 1 is compulsory, answer any FIVE questions from the remaining.

(i) ¥RF T & G4 YT F1 FHAR 0% 1Y & Fifrd |
Solve all parts of a question consecutively together.
(iii) Y% ¥ F 73 98 8 IR Ford |
Start each question on fresh page. ]
(iv) @ SraIen § R 8§17 #1 Rl 7 373 srgare @ AT 8 |

Only English version is valid in case of difference in both the languages.

1. T = g | anemse
Explain the following in brief :
() SRl ST

Recurring Deposit Account.
(i) - foreor =
“Work Distribution Chart.
(iii) gaTaq
Ventilation
(iv) T-w=n
- Colour conditioning
(v) TSI E A

Meaning of organization chart. (2%5)
(1 of2) P.T.O.
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“No organisation worth the name can exist without an efficient office.” Elaborate the
above statement and bring out clearly the function of Moderns Office. (12)
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Explain the importance of providing good working environment to the office staff.
Discuss the considerations you will take into account while planning office lighting,
ventilation and temperature control. (6+6)
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What do you understand by good filing system ?Discuss the modern methods of filing
in brief. (2+10)

=1 =t wHETsT
Explain the following :
() wraie h yonfer T Al 7 A=K
Difference between office system and office routines.

(i) T Ygg AT YOI & A&

Essential characteristics of sound office system. (6x2)
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What do you understand by production control ? Explain its process. (2+10)

7 fasm % hded Td HI &l FHITET |
Explain the duties and functions of purchase department. (12)

Gferg o fefau
Write short note on :
() dEHIAS
Bearer cheque
(i) Grafy S @A
Fixed deposit account
(i) o rferfyed
Bank overdraft (4x3)



