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Note :  Answers may be written either in English or in Hindi; but the same medium should be

used throughout the paper.
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Attempt any fwo questions from Part I, any rwo questions from Part II

and two questions from Part III including Question No. 9, which Vis compulsory.
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1.  What do you uhderstand by indexing ? Describe any modern system of indexing. 5+7
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What is E-mail ? What guidelines should be kept in mind while writing e-maill

message ? ' - g ' | 547
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What is meant by ‘Office’ ? Describe the primary functions of a modemn office. ‘5+7
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What is mailing service ? Discuss the procedure of handling ‘Outgoing Mail’ in a big

office. ' | 5+7
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Write short notes on any two of the following : 6+6
(a) Deferreéi Revenue Expenditure

(b)’ Budget

(¢) Classification of files.
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 What are office formg ? Discuss the advantages of using office forms. B
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Explain the importance of office -automation. Also discuss in brief any rwo modern office -
equipments. | | 5+7
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Explain the main factors of the stock keeping problem of handling stationery. 12
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Write short notes on any three of the following : 3x5=15

(@) Minutes
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(&) Post-dated Cheque
() Bad Debts
(d) Voucher
(¢) Franking machine.
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