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

_Time : Three Hours Maximum Marks : 70

Note : 1) Attempt all questions.
Tl 9eAl & IR T
i1) All questions carry equal marks.
Tt meAl & 3P T 2

ii1) In case of any doubt or dispute, the English
version question should be treated as final.
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Unit-1/ 3318 - 1

1. Define an office and state in detail the role and
importance of an office.
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OR / 3f@r
Write a note on Office manager and his Job.
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Unit - IT / 578 - 1T
2. Explain function of mail receipt and dispatch
department of an office.
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OR / 31an

What are the essential features of a good business

letter? Give the specimen of layout of business letter.
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Unit - 111 / $&1% - III
Whatis Letter of enquiry? Prepare a letter for enquiry
for supply of stationary.
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OR / 31&ar
Write an order-letter with imaginary facts.
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Unit - IV / 5318 - IV

s

4. What is a Office memorandum? What are the Rules

for writing a office memorandum?
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OR [ J1&gar
Prepare a format with explaining part of official
correspondence.
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Unit-V / 5318 - V
5. Write short notes and give specimen of letter-
a) Appointment letter
b) Application for employment
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OR / ¥e@r

Write an application letters for the post of an
accountant in a rotary club Indore.
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