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Time : 3 Hours Maximum Marks @ 73

(Write your Roll No. on the top immediately

on receipt of this question paper.

Note - (i The maximum marks printed on the gquestion paper
are applicable for the studenis of the regular colleges
tCat. A 1 These marks will however, be scaled
up proportionately in respect of the students of
NCWEB ul the time of posting of awards for

compilation of result.

tiiy Answers mav be writien either in English or in Hindi;

but the sume medium should be used throughout the

paper.
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Office Management
ICI I |
(wrftea e )
Attempr uny Four guestions in all. including
question No. 6 which is compulsory.
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“QOffice Work has often been described as non-
productive and yet it has played a vital part in

increasing economic prosperity.” Discuss. (1M
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Discuss briefiy the methods of classification of
files, (1

wrEel @ it g wetdl w1 AAT A o
What are the advantages and disadvantzges of Card
Indexing ? (10)

T FEE @ A -wPE w e w

Wwhat 15 Accounting machine 7 What are its advaniages

and disadvantages ” (10)
A 98 S T R el 7 e A -wh w e
Call

What are the advantages and limitations of

Computers ? (10)

Foger & T A A -gRE a0

Write short notes on any three:
(a) Open shelf filing
(h) Promissors Note

(c) Facsimile Telegraphy

P.T.0.
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(d) Follow-up

(e} Office stationery (7
frafafas ¥ A 5 69 & @fm =wen Sk
() W @R
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(T) wEem =
PART - 11 {(Max. Marks : 38)

Shorthand (English)

All the answers in this Section should
he written only in English.
Attempt uny Four questions in all, including

question No. 1 which is compulsory.

. Explain any Four of the following. giving suitable

examples :
(a) Definition of vowels

(b) Dot H
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(c) Where Halving principle is not emploved

{d) Write down the four outlines where doubling

principle is emploved.
{e) Extended use of angular sign.

(f) Give four outlines where Prefixes is employved.

(8)

Fill in the blanks with appropriate words given in the

brackets :

(a) The halving principle is used in phraseography to

represent — . (it. nottheir. there)

{bY The n stroke is halved and thickened for the
addition of ——__ (d/'1),

{¢) A semicircle is employed medially as an alternative

to the stroke . (w'wh)

{dy Logograms may be used as

(prefixes or suffixes/only prefixes)

(e) If —ment sign does not join easily, the contracted
form v mav be used. (Yes/No) (10)
Write the following words in shorthand : (m

{a) Preferred
P.T.0O.
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(b} Named

{c) Progressionist
{d) Coloured
{e) Elm
() Shallow
(g) Stale
{h) Fitzhugh
(i) Harm
() Observer
4, Write the follewing grammalogues/phrases in
shorthand : (1o
{a) Member
{b) Circumstance -
{c) Behef
(d) Instructive

{e) Inscribe

(f) Sent

{g) Yard
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{h) Valuation
(1) Opinion

(j) However

5. Write the following paragraph in Shorthand. only

essential vowel signs need be shown. (10)

We-have to hand todav, wnder last Wednesday’s
date. another copy of-the wonderful catalogue issued
by Crowder and Sanderson. Their motor cycle
department ruther appeals to-the bovs in-this school,
and-we-huve, therefore. sent word thai-we should
like several extra copies of-rthe catalogue. The new
leather belt. just over a vurd in length. for use with
a waterproot coat. seems wonderfully cheap. There-
is. also. a rather attractive lamp. wirth silvered
reflector. suitable for umy holder. und-this should
take well with-the boxs. These people are
enterprising. Theyv-are inventors as-well-as dealers,
and-therefore we should-be-able-to rely uwpon-their

motor fittings being absolutely up ro date.

6. Transcribe .(Write in English) the following

Paragraph ; {10)

P.T.O.
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