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0FFICE MANAGEMENT&SECRETARIAL PRACTICES
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r. f{q+1dfrq{qqsPgq:
Explain the following in brief :

(i) qrqEndr

Current Accotmt

(ii) 3Tr<kfi,rlrq-{lEilI

Interior Decoration

(iiD Sils,
Invoices

(rg anqtilqfdt<rsisT srntq

Meaning of office laYout

(v) dotmqq
Spot Purchase (2x5)

2. srqle-q 6{qrft sq 3s+ 6rm q{ 3I.d 6rqte|q q{rt3ll i5',r iFtl yl{FI q-g-dr t i :xq} ffi
*1qrgr$q t

Explain your views on the effects of good office conditions on the office worker and

his work. (12)
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3.赫 ｀平蒔わ可面 雨前 翻訳 |

Elaborate the primary nctiOns ofan orlce。                  (12)

4.赫 哺 ma金 釧 印 日 憫 le服旧 t?麒 沼 l台 謝 中 l‖尋‖ 尋‖軍崎ヽ l

What do you mean by ottce Юutine?Explain itt ilmpomce in an organisation.●→)
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Explain brieny the principles of storing and mention the vanolls typeS Of records

maintained by stoFe kewer。                       (● 0

6.覇 州ЧJ tt H岬 爛H事頃ヽOⅥ l雨球HH■ 諭 “_■ 潔 軸 珊 研暉 Π "゛ `惣輌
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Explain the impomce OfwOrk measurellllent and discuss its“ past performllce study"

mmodand`time and motion ttdy"method。             (6■ 343)

7.鋪 π■漱百だ粕 衡由 R:(■譴 さ)
WHt short not on following:(Any two)

(i)ピ‖Hれ囲
Stoppmg panents
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Ч¬轟可躙偽可雨0¬甫 d●

Factors arecting fom design
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(iii)可ざ咆Tヨ フ田市Π ll甲 電%製 下だ
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Wheel hdex and Visible caFd lndeX

8.編 詭 繭 :

Wite note on:

0輌 爺曖
Job Enrichment

(五)ql。や含下

Bearer Cheque

(五り うf激:哺に可れ ずに

CFedh nOte and Dcbit note
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