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FIRST SEMESTER (SCHEME-2012)
MODERN OFFICE MANAGEMENT

OFFICE PROCEDURE AND CORRESPONDENCE

Time : Three Hours

Maximum Marks : 70

Note : i) Attempt One question from each unit. All

1.

questions carry equal marks.
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if) In case of any doubt or dispute, the English
version question should be treated as final.
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UNIT-1/ 5@% -1
Office is as important to a business what the main
spring to a watch. Explain this statement and discuss
the importance of an office. 14
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What is office manager? Discuss his functions. 14
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UNIT-11 / g&1€ - 11

3. ‘Write short note (any two) 7+7=14

a) Inward and outward register
b) Stamp record register
¢) Dak book
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What is meant by business correspondence? Describe
the characteristics of a good business letter. 14
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UNIT - 11 / %78 - 111

Draft a circular letter informing your customers of
the opening of new "Aaditya Garments" branch. 14
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6. What do you mean by follow-up-letters? What points

vou will consider while writing this letter? Give a
specimen. 14
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UNIT-1IV / 518 - IV

What do you understand by an official letter? Point
out the various characteristics of a good official
letter. 14
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What do you understand by a "Notification"? Give
an imaginary notification in proper format. 14
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10.
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UNIT-V/ @8 -V
What is to be given in the application for situation
vacant? What points should be taken into
consideration while writing application for situation
vacant? 14
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Write short note:-
a) Letter for interview 7
b) Information of selection
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