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Note — (i, Answers may be written either in English or in Hindi,
but the same medium should be used throughout the

paper.

(iiy The maximum marks Qrimed on the guestion paper
are applicable for the students of the regular colleges
iCar, "4y, These marks will however. be scaled
up proportionately in respect of the students of
NCWEB art the time of posting of awards for

compilation of resuit.
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PART - 1 (Office Management)
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Max. Marks: 37

Uit : 37

Attempi any Four questions in all including

Question No. 1 which is compulsory.

¥v7 Uk (1) @t f sfvard 8 ) e
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1. Write short notes on any three: (7)
aftrd =grEm (H)
(a) Bill of Exchange

fafmma =1 =
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[¥9]

{b) Certificate of Posting

EE IR LIUERE]

(¢) Bearer Cheque

qES dE

(d) Bill of Lading

deF & f&Ja

{e) Cash Credit

"he U

What do vou mean by Indexing 7 Give its importance.
(3+7)

FFEAMNE ¥ U w HWE 2 7 EE wew §ARy

“Unless full use is made of office machines, its
purchase is not justified.” Comment on this statement
and describe the critical factors in the selection of

office machines analytically. (10)
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4,

What do you understand by the term record
management ? What are the essential of an efficient

svstem of record management ? (10)

R -vruT & 90 =1 T € 7 e Rl waeue wond

T HEYE g B 7

What are the advantages and limitations of Computer ?

(10)
FEgT F AN IR A T4

Outline an efficient system of dealing with incoming
mail. What special precautions should be taken in
incoming mail containing cash. cheques, postage

stamps ? . (1)

I A T N Fme e §) e dfwe ) o s
T IE G AR 9F T IS e I & A faEw
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PART - 1I (Max. Marks : 38)
Stenography (English)

Note o tiy All the answers in this part should be written

only in English.

(ii) Attempt any Four questions in all including

Question No. 1 which is compulsory.
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1.

2

Attempt any Four out of the following, giving suitable
examples :

(a) State the circumstances where halving principle is

not employed.

{b) What are the rules for writing General

Contractions ?

(c} Give four words where hook F/V can be used in

Phraseography.
(d) Use of Upward ‘R".

(e) What is the difference between Diphthongs and

vowels ?

(f) Explain -vation and -vition. (2x4=8)

Fill in the blanks with suitable words given in the
brackets : (10)

{a) After
dot. (upward/downward)

R. suffix —ing is indicated by a

{(b) Prefix Magna-. Magne-. Magni- is indicated by
{Joined M. Disjoined M)

(¢) How a medial com-, con- is represented (by con-

dot. by writing in close proximity)
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(d) At which place the word ‘Metre’ will be written ?

(Second Place/Third Place)

(e} Stroke "L° when standing alone is doubled for

Write the following
Shorthand :

Shalt
Sent
Yard
Within
Valuation
Thus
Special
Pleasure
Number

Spirit

Write the following words in Shorthand :
Hesitatingly

Receptionist

Field

(Tr/Dr)

Grammalogius and Phrases in

That was

[ know there is
This word
If-it-is-not

If-it

Is to be

Dear Sir

There i1s no more
This is

At first

Educationist
Preferred

Vuigar

(10)

(10}



Write the following paragraph in Shorthand :
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Skilled Wall
Self-defence Against
Accompany Experience
Inhuman Summ
Seif-made Civilize
Facility Fantastic
Rail Monster

Truth has-been divided into three kinds: truth about
things, truth of-thought about things: und truth in-
the accurate expression of-thought about rhings.
According to ancient authorities. trurh, could-be satd
to be a correspondence beiween thought and thing,
fr-seems perfectly easy for anyone fo-think accurately
about a ‘thing with-which he-is quite well acquainted.
Bul-the case is-not quite so simple as-that, and-
there-is. without doubt. g greai-deal 1o be said before
it-can-he called simple. Suppose an unfortunate
accident occurred in a London street. and-that six
people witnessed the accident, and-were asked ro-
relate exactly what had happened. [i-is quite certain

that-we should receive different accounts from each
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of-them. The result would-noi-be a correspondence
between thought and-the thing thought about: and
so-the statements would-not-be true. It-is to be
regretied that limited space prevents a more extended

argument, though we could extend it if-we cared

to-do so.

6. Write the following paragraph in English : (10)

g/ul\/‘\v\\_:\
PN P VSN NI S

(1000)



