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Afl questions of each Part | and 1l along with their
Sections should be attempted together.
Part | apswers may be written either in English or in

" Hindi; but the same medium should be used throughout

the paper in Part | but Part 1] answers should be written
in English only,
The maximum marks printed on the question paper are

applicable for the students of the regular colleges

(Cat. A). These marks will, however. be scaled up

proportionately in respect of the students of NCWEB

at the time of posting of awards for compilation of

result.
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Part 1 Max. Marks : 37
(41T 1)

Office Management

(Frae waw)

Attempt any three qﬁcstions from
Scction A. Seclion B is compulsory.
Tre 'F A R dw owed B 3w e
g ‘g’ e ¥
Section A
(@ug '®w")

“Office Management is the task of planning, coordinating and
motivating the efforts of others towards the specific objectives

“in the office.” Discuss. . . 10
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) Discuss the importance of Office Layout. What factors would

you'rake into account while laying out an office ? 10
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Comment on *Centralization of incoming and outgoing mail”. 10
oaF 3N WEE TR % el W fewol wifs
What are the characteristics of an efficient filing system 7

Also discués, why the indexing of a file is required. 10
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Discus the need for and importance of stationery and supplies

in offte work, 10
Fred B wE & fou 2w $ WeE ok sEe
e @ NEvEER@ F faaes wmieg |

PTO.



(4 ) " 3w
Scction B
(@vs ‘@)
Write short notes on any Jhrge Do 342¢2
(}‘) Forms control
{4} Crossed and uncrossed cheques
(ié)  Objectives "of Records Management
() Advantages of computers
(v) 'Eleclronic mail.
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Part 11 : Max. Marks : 38
()
Stenography (English)
- amyfafy (afieh)
All the answers should be written only in English.

Section A is compulsory. Attempt any three

questions  {rom Section B.
Section A

Explain-any four of the following. giving at least nvo suitable

examples ; 4x2
(@) Usc of s circle and 'ss* circle
(#) Large circles in phraseography
A¢)  Halving principle
(¢h R and L hook to straight strokes
(e) Shun Hook
i Stroke ‘L’ after N and NG.
Section B

Fill in the blanks with appropriate words given in the

brackets : ) 10}

{1 Vowel-places are counted from the point at which the

stroke ........ e {begins/ends)

P.T.O.
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(v)

(wii)

(viii)

(ix)

(x)

2’ in the Beginning is represented bY i

(stroke/circle)

The initial sound of *H’ followed by the stroke “K* is

WEIHEN o .. (downward/upward)
The oo, circle is used in phrases like i is
said, in thiy city. ’ {sw/s8)
© The str 10op v be written when a strongly

sounded vowel occurs between s/ and r, (can/cannot)
‘R is thickened and halved for

Prefix “sell” js represented by a ... circle
written closed to the stroke in the second ‘vowel place.

(joined/disjoined)
The stroke ‘L- immediately preceding or following a
circle attached to a curve is ... in the same

direction as a circle. {written/not written)

Hali-length forins should not be wrilten

(through/above) the fine.

initialy. (always/never/generally)



Write the following words in shorthand © - 10x1
(.0 earth

(/) hedge "

(iif)  olTicial

(v} agreement

(v)  elastic

(vi)  parallel

(vii) master

(viii) thirty

{ix}  woman ‘

(.\'-) disagree

Wn-'ile the following Gramrﬁnlogues:’thses in_sho;'thand S 0=
0] significance

(i) young

(iif) opportunily .

(ivy  gentlenan

(v) if he may

{viy | thank you

(vi) differen.

P.TO.
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{»iil) remarked
{iX)  vou were
() by all means

Write the following paragraph  in shorthand. Only essentiul

vowel signs nced be shown - - i0

Ifvou have a lot of books, youwill feel no loneliness if

when men forget Yo, You-can dispense with- them in-the
cireumstances; for you-wifl-have within yourself, . through-the
brains of-your authors, many better men f0- -replace u'nm The
balance of advuntuge in-the change iy likely to be H-your
favour. You-will grasp-the vignificance Qf-this remark, Jegm.
sure, jur-rhe man wha derives pleasure Jrom reading books
makes for-himself reserves uof strength fo-cafl-upon against the

time of-trouble or stress.

Transcribe (write in English) the following paragraph ;. 10




