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Office Management-I
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Please check whether you have got the right question paper.

N. B 1) Que. No. 1 is Compulsory.
2) Attempt any four Questions from remaining given Questions.
Q) U . { A 3R,
R) IART UHTUD! TR UY e,
Q1 A. Select the most appropriate answer from the following. 05
5 g fAasr.

1) Which of the following are the old methods of filling.
a) Horizontal file b) Arch lever file
c) Vertical file d) Box file

HIOTT HRUGTHT ST Uea ! SMgd?

3) &ferst BreeT §) HHM e Brse
®) 3(cld I S) S BIg®

2) Which of the following is not type of forms?
a) Internal office forms b) Single Copy forms
c) Variable office forms d) External Contact forms
IEIoU! B0l BiH UHR ATe?
31) 3fid wratag BiH §) THd Ud BIH
%) I BT HBIH $) S18 IR BIH

3) Which of the following is not true with reference to office automation?
a) It involves use of machines in office work
b) It facilitates speedy office work.
¢) It reduces labour cost
d) All of the above
P WA HeHld Wieite U] HIvd I 61
3) A BTG HIH H2IT TR S0 JHIAY 318,
§) PRAGITAT oG HIHHA GoH B
%) § 49 T HH B
) e Id

4) Following is the example of office appliance.
a) Office Computer b) Letter opening machine
c) Bothaandb d) None of the above
HATGH SUBRUM GGV WIS IGHHTU! TG,
3f) HRATGY TITUT §) U3 SYSUI TF
&) 3f 3T Gt ) RS U BIele! ATl
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5) Which of the following is the components of process of Communication?
a) Sender b) Message c) feedback d) All of the above
aTGT=AT Ui U Mo ioUd! HIvId SHTgd?

M AvH 9 HeR F) Sty ) e qd

B. Answer the following in one sentences.
TSNS YT T IerTd Ik gl 05
1) Deflne good fllllng
Hh@UAT I

2) What do you mean by mail?
TS TS HII?

3) Explain two objectives of office mechanizations?

BRTGHH DB G Ife el T,

4) What is Budget?

Folc BN HI?

5) Define RTGS.
3R, . . T, by g1 i,

C. Fill in the blanks.
Reprear ST WR_, 05

1) An offlce Serve as center of the mformatlon of an organlzatlon

T SATeY TECU IR Afed= g WUF $IH B,

2) All the departments in an Organization depend upon the for
various information needs.

Teedie 9d oy fafay aifgd=ar smazasaanat IR
TG ST,

3) Pillar file is one of the old method of

WY BTG < G U T ofTe,

4) RTGS means
R A, o, T wuS

5 Infilling _~ helpsthe Iocatlon of any letter, record files etc.

uv‘r{i%mrl%ﬁ DIVATG! &R G, YhTs, BISHd 3. Had

D. State the following statement is True or false.

GO die Ib Bl sRIeR o [oal.

1) The clerk is the head who Controls an office.

fordter ® wrafea Fafa HRum e S,
2

05
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Q5

Q6

Q7

2) There are no specific principles governing forms design.

BiR fEgms Raa suarErd! siurde fafy ow T,

3) Filling is the process of collecting, recording, sorting, maintaining and
preserving documents.

GG PHU! ATIOT ST HROY &1 Ufehar 3R,
4) ATM stands for Any Time Money.

T U HIUTTe] 98] O B9

5) Salary to employees is a non- recurrlng expendlture
IR &I IRAR TIO @1 T \’rﬂ%

Define office management & explain its primary function.

HTATGT AT U BT o A ford TTUfHe BRI T .

What is indexing? Describe the various types of indexing.

IR0 TGOS B2 YAIHRUM fafdy YR qui 1.

What is forms? Discuss the importance of forms.
A4 N/ A (of
BIR TS HI? hiaid Hgwd d1aR ad] $.

Define office automation explain the importance of office automation.
C . . o C . -~
HI[SY XY b AUAT . PIU[GY WIS Hetd TUY h.

erte a types of bank accounts? And NEFT and RTGS.

S el WA UBR 31T e Sfh T 9ga forgT,

Write short notes (Any Three)

%m%a(ﬁvﬁs??ﬂﬂ)

Duties of office manager

FHRATTI TGS B
2. Principles of forms design

Wi (SSs-dl awd
3. Types of stationary

TUhR
4. Kinds of office Machines

FrTad= 9= TR
5. BHIM APP

i\ sfu
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