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SECTION-A 10x2=20

Note :— (i) Answer ALL the questions.

(1) Each question carries TWO marks.

- What is Controlling ?

2. Define Modem Office.

3. What is Indexing ?

4, Define Communication.

5. Define Organization.

6. Define Motivation.

; How to utilize computer in office ?

8. Write any four items of office furniture.
9. What is administration ?

10. Write any four items of office stationery.

SECTION-B 5x6=30

Note :— (i) Answer ANY FIVE questions.

(i1) Each question carries SIX marks.
11. Explain the various types of lighting system.
12. What are office activity ?
13. Mention various types of office machinery.
14. What are the steps taken in purchasing stationery ?
15. Describe the importance of communication.
16. Explain various methods of modern filing.
17. What i1s mail service ? Explain in brief.

18. Explain the characteristics of an organization.

9176 Ll ) P.T.O.

=
& collegedunia:
India’s largest Student Review Platform

T



9176

(Telugu Version)
‘Time : 3 Hours Max. Marks : 50
SECTION-A 10x2=20
PSS i— (1) o) SHoN S 5% O 5.
(@) | &8 ($% 5 Tod ety en.
1. QOO0 |B ST SQw?
2, SO TPTEIOALED A o).
3. 5038y08 oS F?
4. ISDrglEES eosore S?
5. 585%5653 OSP I?
6.
¢
8.

(280 ©0® dWE?

SONE® Kosfegabis & P @ SEADH?
. 828t e S5@rH03S 23 4 $0y58 S6¥Pen %08,
9, SOFoS oS SW?
10, 0S8 as@rnosd 4 WA S oD |Fahos.

| SECTION-B dx6=30
IS = (1) I B (FHOE ISreErSSwen (6° O &,
(1) |88 |SHK e SULOR

11. So&d o Sabed® 98 SE& e, Agrares AS6oFos.
12, 3530 Egoraren Ad?
13. ©2% dRFHE® asarhod 99 aHoleren Kredy |Sabos.
14. IS8 5°5F% Sawes® 8568505 8 e |TaH08.
15, E&rgl36S | ana8sh 9560508,
16.  &&08 2006 S8%en Kby |ab08.
17. Sowd VSew osoe 32 oS or DSBoWos.
18.  SgS088m @), ofmren K08y |Erabos.

9176 I A

collegedunia:

i



