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y Instructions to Candidates:
Answer all the questions either in English or in Kannada.

SECTION-A

ort -
L Answerany FIVE from the following. Each carries 2 marks, (5%2=10)
@ SN0 GRS DO Y30k, T3R5 2 OBty EacomIT.

What do youmean by moder office ?
SRORE BeO0D STy 39,

What s office management ?
? 0 B 2oad 7

What is office accommodation ?
#e0 318 omdest 7

State any two principles of office lay-out
0 0,7 SRR S0k IR SO,

Whatis office lighting ?
e Gutont Soddes 7

IPTO.
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) Whatdoyoumean by noise control ?

21 Rbog 5 SoEded

Whatis office iling system ?
€0 OO AT 20T ?
SECTION-B °
ort - B
Answerany FOUR from the following. Each carries § marks. (4520,

BNV, RIS G 030k, T 30dRocte § SORIVRY, BROWEE.

2. Explain the importance of modern office.
SR Hideod STIRT IO

3. Briefly explain the functions office manager.
e S SR FTIVE FohTTN DTOR.

4. Describe the advantages of office layout. [ ]
#23eD D3 otV SO

5. State the importance of office records
D DY T oo, ooty 39,

6. Briefly explain life cycle stages of fles.
Y B o8 vy Hod TN 20N,



(@x12-24)
o 12 sotrive, FRoODIS.

13D R SRS TR SO,

8 Wrile a briefnote on office environment.

360 0RO i) Robg LIF LIGRD.

9. Writea briefnote on the following:
4 Filing of Records
b) Indexing of Records.
Sy i 208 1S i,
PRt
b caeny aodsont

SECTION-D
ot - 8
™

(1x6-6)
293 cenage o HY G0N, 6 SeATIVRY ERO0T
10, List out the different types of iles used inthe office

00 LR S0 DEGD YTV TR,

11, Explain the different types of stationery used in office.
k0BRSS D5 Dt ARROMIRL K.



