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(Write your Roll No. on the top immediately
on receipt of this question paper.)

All questions of each Part-I & [ along with their Sections
should be attempred together.

Note = (i) Pari-I Answers may he written either in English
or in Hindi; but the same medium should be
used throughout the paper but Part-IT Answer

should be written in English oniy.

(ii)  The maximum marks printed on the question
paper are applicable for the students of regular
colleges (Cat.'A’). These marks will, however.
be scaled up proportionately in respect of the
students of NCWERB at the time of posting of

awards for compilation of result.
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PART - I (Office Management)
W - 1 (watem gaey)

Max. Marks : 37
quiss : 37

Attempt any three questions from Section-A.

Section-B is compulsory.
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Section-A

SHQ‘HT?T—ET

1. Explain the meaning and importance of Office

Management and discuss its major processes in brief.

(3+2+5)
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What are the advantages and disadvantages of
centralization of office services? Explain the factors
that influence the decentralization of authority in an
office. Why it is essential? (4+4+2)
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Describe the applications of computer in office

management. Explain its hardware components?
(5+5)
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TFaEd ® Hewl o e i)
Describe the objectives of using forms in the office.

Explain any five types of forms used in the office?
(3+3)
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What factors should be taken into consideration beforc
introducing machines in an office? Explain any five

types of machines used in the office. (5+5)
P.T.O.
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What are the essentials of good filing system? Describe

its classification. {(54+5)
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How the office systems and office procedurcs are

inter-related? Draw an organizational Chart.  (5+5)
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Section-B
I - @

Write short notes on any three :
(a) Horizontal Communication

(b) Internet

(¢} Remuneration of Employees
(d) E-mail

(e) Courler Services
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PART - II Shorthand (English)
l\'lax. Marks : 38

All the answers should be written only in English
Section-A is compulsory

Attempt any three questions from Section-B
Section-A

1. Explain any four of the following, giving at least two

suitable examples:

{a) Triphones

(b) Use of *s’ and ‘ss circle’

(¢) Third place vowels

(d) Halving and Doubling Principal

(e) Abbreviated W

(f) N and F Hooks (?Xé)
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Séction-B

Fill !]:16 blanks with suitable worlds given in the

brackets:
(i) . Second place vowels are writien
L .
............... (through the line/on the line)

(i)  The circle s may be .............. ta stroke
togograms. (added/not added)

(i) The stroke s or z must be written when vowel
cereeeeinitially. (precedes/follows)

(iv) The ............ circle is used in phrases like ¢
Is said, in this city. (sw/ss)

(v)  The str loop .............. be written when a
strongly sounded vowel occurs between 7 and
r. (can/cannot).

(vi) © A “small injtia‘l' hook written with the
.............. motion adds r to simple straight strokes
except upward r. (lefi/right)

C(vii)  Circle s is added to straight strokes hooked for
.............. (‘" & ‘v/'nh)
(viii) The hook ‘shun’ is written (o «............. side to
* straight strokes with initial attachment. (same/
apposite)
(ix)  The sound of Z initially must be represented by

the .............. (circle/stroke) ‘Z°.
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(x) In phraseography.the'tick for *the’ 1s

used initially. (always/never/generally)

3.. Write the following words in shorthand:

(i) lead
(il ' daily
(iti)  billing
(iv) space
(v) miss
(vi} step

{vii) master

(vili} wvacation

(ix) zones

(x) disagree

shorthand:

(i) influenced
(i)  instruction
(i)  opportunity
(1v) gentleman

(v} circumstance

(10}

Write the following Grammalogues/Phrases in

P.T.O.
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(vi) First' .
(vii) different |
{viti) however
(ix) largeét-
(x} . remember . (1x10)

Write the following paragraph in shorthand. Only

essential.vowel signs need be shown.

I - .

If-you-can put me up for a week in August, [-shall-be

ready to-go and stay with-you. You-can-have as much

.walking as you_-lilée. [-shall-be at-your disposal at almost

" any hour, and-as l-am a rare walker myself, I-think 1-

can say:,ypu-will-ha_\lfe,all-the evercise you wish.(10)

Traniscribe (write in English) thc;:. following paragraph:

1 \ h \__,.Lr) . n,’ AN Il I‘ he
- ql'\”" — _"‘.‘\.:."— Mo T
5 “t'/L, 1 P T8 v O

- " O
TN {1

(500)



