Or
(reram)
Discuss various methods used in classification of
files.
et = fafes fafirdi @) faemyds smen Fif
Unit-T1
(FFE-11 14x1=14

Define Mail. Discuss various steps (or handling
outgoing mail.
TR w1 ufenfea FifEe) SEE (SH A) TEHER
% fau sem mu fafu= @Al ® =wET FifTC)
or

(3reram)
Define office forms. Which factors influence the
designing of forms ? Explain.
watea gos w1 wamn dfew & fEsEd Eal
quifad #0 a@ FA FHE € 7 A i)
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What is automation ? Explain its scope and
significance.
e e | g P Emd § 7 g a sl
e w1 fag=T =ifso)
Or

(3teram)
Describe various kinds of accounting machines used
in office.
Frie # fegm-feam Fw0 aeh fafem gw w@
auitd & faanges vl Hifew )

Unit-1V

(zeTE-1V) 14x1=14
Compare RTGS and NEFT as method of transfer of
money.
RTGS 3t NEFT @ Ui #1 | w1 4
g Hife
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Or
(3terEm)
Discuss various types of bank accounts.
fafa= gwr & 4% @ 1 FEEE avE i
Unit-V
(z=TE-V) l4x1=14
5. What do you mean by Private Secretary ¥ Describe
the qualifications and personal traits required by a
Secretary.
uF fasft afgs #1 @19 =gEu) uF G9EE H STETTE
Ara 3R =faTd @i F F0A e
or
(3rer=m)
Discuss the types of modern technology used in
offices.
Friem § swEm R At fafim awdw #1oaoE
wHifsu |
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Note — Auempt any one question from each Unit. All
questions carry equal marks.
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I. Define Office. Discuss various functions of Office.

Fafem w1 ufowfod wifwu wEeE & o #®)
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