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HANDLING OF OFFICE EQUIPMENTS
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Time allowed : Three Hours] [Maximum Marks : 70
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Note : Question No. 1 is compulsory, answer any FIVE questions from the remaining.
(i) A% J¥ & G YT 1 FHETR T G FF FHord |
Solve all parts of a question consecutively together.
(iii) FIH 9 Bt 73 8 8 IR Fiford |
Start each question on fresh page.
(iv) &1 ST & 3R 817 #1 1ty 7 313 sare @ A= 8

Only English version is valid in case of difference in both the languages.

1. F= & awemse
Explain the following :
() Az
Teleprinter
(i) IR T B < wIH
Electronic Weighing Machine
(iii) TS AeA arelt 7IfA
Paper Folding Machine
(iv) S
Lamination
) fegemmia

Dictaphone | (2%5)
( of2) P.T.O.
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Explain the difference between Duplicating Machine and Photostat Machine.

fre g afym o ﬁﬂﬁgQ :
Write short note on the following :
() <A
Lamination
(i) TI.wA.
ATM.
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What is Office Mechanisation ? Explain its advantages.

o= =0 gmEsC
Explain the following :
() FR
Computer
(i) B
Printer
(iii) T

Scanner

Frate % = fvm & ®m 3 arell fafirs weiet 1 wmemse |

Explain various machines used in the mailing department of an office.

o1 1 amEEd
Explain the following :
() 3-9
E-mail
(i) TR
Cell-phone

i w ity g fafae
Write short note on the following :
() agfeT A
Binding machine
(i) i el fRren
Electronic Clearing System
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