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Explain following in BHef:

〔)赫 減

Ogicc services

(ii)赫
OttEce

oi)赫 哺

Ogice systern

(iV) 爛qldJ

Ventilation

(V) qЧ d u:dI

Savings Account
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2.瓢参祠面酬 1`輛都 き?― 希Hで劇諭商 珊＼ |

What are the inctions ofa Modern offlce?Discuss the importance ofofflce。   (6+6)

3.鍮 詭 繭 :

Write short notes on:

〔)赫 耐

Offlce Routine

(五)覇 繭 燕

wOrk distribution chart

4.  せ衡田詭 繭 :

Writc short notes on:

(i)● 前

Colollr Conditioning

(li)Hф lミ l

LiJlting

(6X2)

(6X2)

5.繭 翻 研域
―

1甲 満 囃 贈 1可論 珊 Hで劇-1
Explain the mcaning ofFiling.Explain the importance ofa good iling system。    (3+9)

6。 W山 葛 田 H椰J諭爺油 面 倒ヽ HфK哺お Tゴ 可 面 油 翻 改 |

Explain thc different types ofservices pro宙 ded by an ottce.             (12)

7.3酬甲輛油や〔用 引i可甲きさ?`d:申 れ前希罰 覇赫 翻訳 |

What do you mean by ``Production Control" ? Describe the steps of production

contЮl.                                      ●+9)

8.u‖ 苺Ч ttΠ ttwfuH軍 lミ ゝヾ 爛‖苺Ч¨ 諭 倒 商 師 輔 π H制‖て飛 RI

Explain thc inc●ons of store deparment and thЮ w light on various types of stock

venflcation。                                                       (6+6)


