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1.合可哺せ前う爛Hョ ll、 :

Explain the following in brief:

(i) 廿可喩ЧHl Uldi

Recurnng]〕eposit Account.

0覇 翁 測 乖

Work Distribution Chart.

(iii)劇
qld■

Vendlation

(iv)VF― u呵 :

Co10ur conditioning

(V)u`IoJ載 含卿

(2X5)Meaning oforganization chart.
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・
(平爺 さ|"wⅢ 翻 諭 酬lu:

謝 ＼ 囀 甲 椰哺 弔―
酬 欽 でnt綸 赫 ¬ 翌 蒻 金モ山 瑠腋 |

``No organisation worth the nanle can exist without an efncicnt ofEcc."Elaboratc the

above statelnent and b」 ng out clcarly thc■ lnction ofModerns Offlcc.        (12)

3.赫 希赫 論 喘lHギ|¬ 油 qNlqtЧ H¶J豪キ希 HでJ哺 倒lul哺腋 |ヨ

爺 哺 揃 翻 訳 缶 甫 椰 1-希 Hф l則 ,爛qidJ tt dHHH鋪刺 喩 ホ硼 爺

爛H劇 日 阿 奮 漱 織 |

Explain the importance of providing good working environment to the offlce star

Discuss the considerations you will take into account while planning offlcc lighting,

ventilation and tcmpcraturc control。                        (6+o

4.施 lヽlu刑哺 含ξ用 翻 硼哺 ミ?Ⅷ、u可蒋Π¬綸 希釧Ⅲ ゴ /f導ゴ論せ輌う
商 司Rボンマ|

What do you undcrstand by good flling systcln?E)iscuss thc rnoderll mcthods of filing

in b五ef                                                     (2+10)

5。  鋪 ¬由爛Hョ ll、 :

Explain the following:

(i)― 論平耐財哺可爺可奇う菰
E)iffcrencc betwecn ofacc syStし 11l and offlce routines.

(il)甲 UF~W噺 諭希研靱

Essential charactel■ stics of sound omce systeln。                       (6× 2)

6。 sdiq■ f海利 金(用 引 :W輛計ミ ?3di申 含甲 阿爺 田 論 爛Hョ :べ l

What do you understand by production control?Explain its process.           (2+10)

7.力 劇 1｀冊 希 可群 可 1甲 ¬ 耐 論 劇Hョ lマゝ |

Explain the duties and inctions ofpurchase deparment.              (12)

&編 詭 舗 改 :

Writc short note on:

(i)qlい お

Bearer chcque

(ii)Wn呵 Hi uldi

Fixed deposit account

Oお 赫

Bank overdra■                              
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