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Note: Long Answer Questions. Answer should be given in 800 to 1000 words.
Answer all questions. All questions are compulsory.

Section — A
Jos - 3 sftrpam 3l ¢ 18

Maximum Marks: 18

Q.1 PRI P RAUFNSHIOT R ATaIP BT &7 JIAR ] & [ AP A5
ERIERE
Why Departmentalization of an office is required? Discuss its importance for
business house.
Q.2. RPE TRAT & FT IgqT o° Reble FIRAT & BRIl BT fAd= BN |
Discuss the objective of Recored Management? Describe its various Functions.
Q.3. \ WU T BT 27 $9d A USRI &I ITER0T Afldd HHSS |
What is Communication? Discuss its various types with exampled.

Section—B
(@vs — d)
Q.4. WG B I SfadicT § T 3R 87?
What is the dlfference between photocopy & Dupllcatlng’>
Q.5. TH AUYCIIR g IATUANT ATFCAIR & Heg IR .
Differentiate between system software and Application software?
Q.6. WIFRI & AMBIGRIT I AT FIT AHS &7
What do you understand by "Standardisation of Stationary" ?
Q.7. Bfvad WveRY R e &y ford?
Write short noted on "Centralised Storage™?
Q.8. wrfery Bl ¥ a1 daread 27
What do you mean by "office forms™?
Q.9. T RHAeTT B T fagell &1 gfoag HIvr?

List main points of office supermission?




