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Note :— This paper isof Hundred (100) marks divided into
two (02) Sections‘A’ and ‘B’. Attempt the questions
contained in these Sections according to the detailed
instructions given there in. Candidates should limit
their answersto the questions on the given answer
sheet. No additional (B) answer sheet will be
issued.
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Section—-A
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Long Answer Type Questions
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Note:— Section ‘A’ contains Five (05) Long-answer
type questions of Twenty Six (26) marks each.
Learners are required to answer any two (02)
guestions only.
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1. Describe the scope and importance of office
management.
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2. Which form of the office organisation in your opinion
is suitable for a modern office ? Discuss.
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3. Describe the procedure to be followed in handling
outward mail.
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4. What is meant by an office report ? Explain its kinds.
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5. What do you understand by labour saving device ?

Describe any such five labour saving devices.
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Section-B
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Short Answer Type Questions
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Note :— Section ‘B’ contains Eight (08) Short-answer type
guestions of Twelve (12) marks each. Learners are
required to answer any four (04) questions only.
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1. Statetherole and functions of an office manager.
FHATAA FaEEH hi YfHHT 9 HTl HI =4 BT |
2. Explain factors determining departmentation.
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3. Discussthe structure of business |etter.
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4. Discussthe meeting, agenda and minute.
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5. Explain the importance of maintenance of records.
sfierell & T@-T@E " sy |

6. Explan the characteritics of agood reports.
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7. Discussthe different types of continuous stationery.
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8. Explain the importance of indexing.
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