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SECTION - A
Answer any five of the following. Each question carries two marks. (5%2=10)

1. What is office management ?
3360 AVFTT QOTTERD ?

2. Who is an office manager ?
Fe3ed wusmgm 20TV 3RTO ?

3. What is open office ?
333 8630 DOTBERO ?

4. What are the two sources of light in the office ?
Fe3eD0d0e), BIFIT HTRD DRONED cIRR)D) ?

5. Define ventilation.

TTIOTT/A, 359,352 VA. "

-

6. What is photocopying machine ?
Fpetine T IREIT 00, 0TI ?

7. What is Data ?
Bt D0TTEID ?
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Answer any four of the following. Each question carries five marks.

8.

10.

11

12

13.

14,

SECTION-B

State the qualities of a good manager.

U BEeD wﬁamgsd roLanes), 394

Mention the benefits of good lighting.
PZRO WP T, 03ReuTNTI, SRURDA.

State the merits and demerits of urban location of office.

3e3e003> SNT BIT T, 03REHT OB BRERNTIY, I9%.

What are the factors in colour conditioning ?

weg FoRJNGOS S0BNRE0 CIRTEY) ?

Explain the advantages of indexing.

Zrw3dodd B,03ReRTNTTY WTOA.

Explain the disadvantages of computerisation.

NEade300 eﬂmmm@éﬁt’;s% 4 vile L

State the advantages of private office.

25°mN 830030 B, 03REWINTT), EFA.

SECTION-C

Answer any three of the following. Each question carries ten marks.

15.

Explain the importance of office.

3e3eDOD @M&)é:ﬁ:&q DTOR.

-

(4x5=20)

(3x10=30)
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16. Explain the basic principles in a selection of office furniture.
3g3e0 2edReTECRNY Bod 0N WRVPRS ISNVRY, W=OA.

17. What are the major sources of internal and external noise ? State the steps to
control the internal noise.

0308 TR tHF, JWE B,ET0D TRV CIRFR) ? SOI0T JWHI Q0300 XOT
TOBNTR), 394

18. Describe the methods of classification of files.
BESNY TNF EFTLIT DPOINTS N0,

19. Explain the modern office appliances used in office.
3e300306) YURIRENTIT STOIF YVTFTLINTIY, WTOA.
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