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SECTION - A

Note : (i) Answer ALL questions.

(i)_Each question carries TWO marks.
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What is controlling ?
What is meant by Administration ?

Define Ventilation. o E

What is office stationery ? Give examples.

What is requisition ?
Mention any three rules for maintenance of records.
Define Meeting notice.
What is Communication ?
What is a current file ?
What are the points to be included in a Board of Directors Meeting ?
SECTION-B
Note: (i) Answer ANY FIVE questions.
(i) Each question carries SIX marks.
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. Write the principles of Management.
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What are the modern office functions ? Explain.
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Explain the characteristics of an organization.

. Explain about the formal and non-formal Organization.
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What is an effective communication system and procedure ?
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Explain the importance of stationery. %ﬁ
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Explain the types of Lighting systems.
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Discuss the types of modern filing.
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