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OFFICE MANAGEMENT
Paper - II

@nglish Version)

Time : 3 Hours

SECTION - A
Note : (i) Answer ALL questions.

(ii) Each question carries TWO marks.

1. What is controlling ?

2. What is meant by Administration ?

3. Define Ventilation. ffi
4. What is office stationery ? Give examples.

5. What is requisition ?

6. Mention any three rules for maintenance of records.

7. Derine Meeting notice.

8. What is Communication ?

9. What is a current file ?

O. What are the points to be included in a Board ot Directors Meeting ?

SECTION - B
Note : (i) Answer ANY FIVE questions.

(ii) Each question carries SIX marks.

1 1. Write the principles of Management.

12. What are the modern office functions ? Explain.

13. Explain the characteristics of an organization.

14. Explain about the formal and non-formal Organization.

15. What is an effective communication system and procedure ?

16. Explain the impodance of stationery
Ei[E
trffi

17. Explain the types of Lighting systems.

18. Discuss the types of modern filing
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Max. Marks ; 50

(10x2=20)

(5x5=30)
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(Telugu Version)

sEcnoN-A
6.r!i5er) : (i) erpp {F6pog: 5:D"e-5XNe! p-obso

(ii) Fc3 6.ilgJ Aodr ;1:"c1:6o:.

*ai&p8r idffi gs44 e*& {'e'&Fa er*r* e,g4&

1. Co5o15ca erbn iio t
2. solob orrrir, zEffi
3. J"o$J @f:6caio Sd5.)o':::u:.

l. erlr: ftr66 eroQi 5${.3 t 5ia" eo-r"6easc Esio&.

5. SSeS fgtu) eioei 5$ca.3 ?

6. Os.q,e, COS5.t?$ l]J"6J So)bXrrs: 6sboC..

7. 65rfuO egc!5 eroej 5Sct3 r
S. $s!"5e355 (6+65rr) eroeJ bs:e3 r
9. @rg5 le5eroeJ Sf:e3 r

10. BASS fu; rrr3aod b 5 eroa-er: doo.o:: ?

SECTION - B

. i!\:beD : (i) 533 ardc (.'6poS:55rry5lr,l:er: 6l"ofutu.
(iD tr? 66JS, er6c 5rd:1,.er:.

11. S6Sfr5" Sfte"e[o qro6)5$.

12. erS:SS s'o"5oo5*!: Sqi:eXo tse;o&.

13. S5sbgdea (1516) o::s1, ogm"o: KroS p"or>od.

14. )qeti)oob a"5 *o66ro6o r$oo,) qoIDi!.
15. b5rg5o5+J (s5]J.r$355) 6#d 5SJ€ er5n-33: ? 6.3 tFt3obJJ OerJoe.

16. t566 ob51, dn::+guso oe":oe- ffi
17. SeD€1Jtnd (Lighting) 6s"of: 69od..

18. e,(5rilk55 aoofi f€{lro 6s-e A'J"oJ GJ.o5oe.

Max. Marks : 50
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