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

Time : Three Hours Maximum Marks : 100

Note : 1) Attempt One question from each unit.
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11) All Questions carry equal marks.
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iii) In case of any doubt or dispute, the English
version question should be treated as final.
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UNIT-1/3%718 -1
1. What do you understand an "Office Procedure"?
Discuss its characteristics.
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What is the role of an "Office Manager" in modern
office? Discuss the qualities and functions of the an

office manager.
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. Write short notes on :

a) Stamp Record Register
b) Dak book

¢) Inward register

d) Outward register
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What are the essential features of a good business

letter?. Give the specimen of layout of business
letter.
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UNIT - 111 /3578 - I

. Write an order-letter with imaginary facts.
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5. Write short notes on :

a) Letter for interviews

b) Information of selection

c) Appointment letter

d) Letter for written exam

Write short notes on :

a) Letter of adjustment
b) Letter of complaint
¢) Letter of refusal

d) Letter of acceptance
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UNIT -1V /575 -1V a) Prepare a draft for a call letter for written
4. What is Demi-official letter? Write a Demi-official examination and interview.
letter with imaginary facts. forRaer wtan wd AnemcR it gEeT B AR
SGITD TN 8? Fiodlip qedl & HER R @ ISR Wied TR Hiforg
Jrgarad uF faRaw b) Prepare an advertisement for vacant post on the
OR / 3RFa basis of imagi’narj,f facts.
Define government letters. What are the types of PIIe TN & MR R Rt ug & g 1
government letter? Write in brief. fasmo TR Hifdm
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