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OFFICE MANAGEMENT & SECRETARIAL PRACTICES

fyufRa o/ . R [Afrepan 3% : 70
Time allowed : Three Hours] [Maximum Marks : 70

Pz: () TomTE AR E, 994 8 Rl wla & I |
Note : Question No. 1 is compulsory, answer any FIVE questions from the remaining.
(i) Y% X & a5 ) HHAR T T g1 Flid |
Solve all parts of a question consecutively together.
(iii) 7% 5 B 79 98 & IR Filrd |
Start each question on fresh page.
(v) @ aTaeT ¥ s 87 @ 1Rl 7 aEih sgaE & W 8 1

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

1. fra o Edu § awgse
Explain the following in brief :
(i) @

Current Account
(i) IR G-
Interior Decoration
@iii) o
Invoices
(iv) wrteE fma % I
Meaning of office layout
(v) 1 HA9
Spot Purchase (2%5)

b e wE T A% FE W I FRITer U 1 H I Ul § 7 s ferad
! T |
Explain your views on the effects of good office conditions on the office worker and
his work. (12)
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FrEted & Tt ST & 9o HIR |
Elaborate the primary functions of an office. 12)

FrTers TRUTE | AT F AN 8 ? TEAT H SHHT WEw™ GHAE |
What do you mean by office routine ? Explain its importance in an organisation. ~ (3+9)

e % gl 1 w8 § Tul 0 7o R BT g @ IR T Rf SR 3 fel
&1 Jeoi@ IR |

Explain briefly the principles of storing and mention the various types of records
maintained by store keeper. (6+6)

S W19 1 TE GUHTEY 91 S H1gA Y “[enret # ge e &1 e’ W@ Fed
9 e 9gfa % vl il |

Explain the importance of work measurement and discuss its “past performance study”
method and “time and motion study” method. (6+3+3)

e w g o fofae - (S Q)
Write short note on following : (Any two)
() Y e
Stopping payments
() ®F % IET B TG FH I T
Factors affecting form design
(i) g AT T g IS SR

Wheel Index and Visible card Index (6+6)

Hfr o forgt -
Write note on :
() F AtElg
Job Enrichment
(i) qEHIAS
Bearer Cheque
(il) shfEzAR T M
Credit note and Debit note (4x3)




