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FIRST SEMESTER (SCHEME-2012)
MODERN OFFICE MANAGEMENT
OFFICE PROCEDURE AND CORRESPONDENCE

Time: Three Hours Maximum Marks : 70

Note : i) Attempt Ore question from each unit.
TAP FHE N U@ W BT IR ST
i) All Questions carry equal marks.
it Tel & 3fF wHH gl
1ii) In case of any doubt or dispute, the English
version question should be treated as final.

fedt oft v & deg sruar fRare & R
q IS YT & g DI AT qET SR

UNIT - 1 (3315-])

1. "Management of information is the main function of
office". Explain its. 14
BT BT G BRI G BT U4 PAT 27|
ERESEEIRY)

OR/3RpEr

What is office management? Describe the functions
of office manager.

PRI VY TT 8 ? BRATAT HaHe & AT BT qui
Ealiid l4s
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UNIT - II (3&1$-11)

2. What is the meaning of corresponder.ce? Explain its

importance and types. 14

TR &1 37 31 8 ? 39F 4 g YBR &) AHHTST
OR/3rRm@r

Briefly explain

i) Inward Register

1i) Out ward Register

111) Stamp Record Register
iv) Dak Book

R & wEmsy

1) Ed IoRex

i) SIa® IR

i) TSP HUE Uoit

iv) SIb §&

UNIT - 111 (3&15-111)

3. Write a circular letter announcing the fact of opening

anew branch of your firm in Bombay. 14
3T B Pt 7S AT 99 F Goro H wEe g W
fasfa’’ fafae ) 45
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OR/3gar

Write a letter from masers. Aaditya trading Agra to
masers Narayan trading, Delhi, asking for the price-
list for fountain-pens, pencils, ballpen's etc.

ARt anfaea 2T swRT Y 3R A ARt AR 2fE
e 1 BT 1R, iR, T st & Fia
et & forg o= ferfRaw

UNIT -1V (3F13-1V)

. Define a communique and draft a specimen of

communique for the press. 14

fagifa & o SifSTg @ v & forg 7@ s &
il SUCEIEN

OR/3r2ay
Write short answer:

i) Give a specimen of notification
11) Giveaimaginary D.O. letters.
wfdg I forfu:

i) JRREEET &1 @ T R
i) 330 sed 1 @ T o

147
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UNIT -V (3313-V)

5. Wanted a lecturer in commerce on Rs. 8000-275-
13500. Candidate must have passed M. Com. in first
class with a minimum of 2 year experience in any
college. Candidates with LLB qualification are¢
preferred. Apply to the principal G.S. college
Varanashi. 14
aiftreg fawa 89 %. 8000-275-13500 & dg=R 3t
HTaeTEdl gl IHIGAR B ¢F. B9, muHavh F Iitof
&y A mgfdenea § 2 af &1 o/ g0
1fEqi vet. T, Y. Suif urt Y wrrfRean €t sket
urEr Sft. W, Agifdened aRvR HY 3dEd uRd
FHif

OR/34r
Explain its:
1) Letters for written exam.
i1) Information of selection
e &
i) foRea oten &g o=
i) == & gEA

a4®
T T
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