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SECTION-A _ 10x2=20

Note — (i) Answer ALL the questions.
(iz) Each question carries TWO marks.
What is Controlling ?
Define Modern Office.
What is Indexing ?
Write about Computer.
Describe about organisation.
Write about communication.
What is filing ?
What is Office Layout ?
What is Administration 7
10. Write any four items of Office Stationery.
. SECTION-B 5x6=30
Note :— (i) Answer ANY FIVE questions.
(i) Each question carries SIX marks.
11. Explain various types of Office lighting.
12. What are the steps taken while purchasing stationery ?
13. What are Office Activities 7
14. Mention various types of Office Machines.
15. Describe importance of Communication.
16. Explain about Mail Service.
17. Write about characteristics of organisation.
18. Describe methods of modern filing.

PERNP AR P

9176 S B0,



9176

(Telugu Version)
Time : 3 Hours Max. Marks : 50
SECTION-A 10x2=20
dredden1— (i) mﬁ}& |EH ol ddrorddne |grdtedn,
@) |88 39S Tod eSre i e,
RNobo¥n elm adh?
S0 o gedhdnd Qg Do,
aaﬁ!‘gcg edSmr D7
Sojrged edoe Sd?
ﬁgﬁfgﬁﬁmcﬁ&‘a aeibotiam,
g5ea 888 wdre S
‘E&uﬁ‘ eire ad?
B B-end o 072
Sored odSmr dan?
weSs® s8@rfon 4 _;Eaicaé S Pes |@eakod.
SECTION-B 5x6=30
SeSge— (i) D30 ol |SH el dSresine (edh.
(i) 158 SH5 el St
1. 3% Jommdds FwdHhd Jerce DY SEHes DBBoBS.
12. Db 5" 0% Jansand SHETESehS e tig .
13. e TD wdgfordrer Qad?
4. b pHed® asarfod DG 5508 chogsug Hredy |y,
15. E5reglEas Gy | @sopgsd 2500508,
16. Dond Blen ¥ A& DJboSod.
17. ;ga?gsdm S8 oferos daboNod.
18. ey ’EDOE S.Sgﬁ.mﬁ: Bl (er b,

A R

9176 (2 )



