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

SECTION-A
QPN - D - ;
L  Answerany FIVE from the following. Each carries 2 marks. (5x2= 10)

3 IBAIYJNLOT o:im@z:saddra a)m’ii eUZDA. &,803R0TR 2 eﬁosr‘e;'?n oaraoadaa‘cs’.
1. a) What do you mean by modern office ?
EST0T Szé’eao:blwz;jrdzdgl 3P,

b) What is office management ?

82300 DTF BB V0BT ?

c) Whatis office accommodation ?

32300 ®RS A0WTE ?

d)  State any two principles of office lay-out.
82360 DR, R CIRYTITAR TR Uy 30

e) Whatis office lighting ?
B5ex’ Gtion’ OTTEI ?

[P.T.O.
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II.  Answerany FOUR from the following. Each carries 5 marks.

f)  What do you mean by noise control ?

329 V0303, £ 0BT ?
Q

g) What is office ﬁling system ?
ST OO AP 0TV 7

SECTION-B
NN - WV

OEBB112

(4x5=20)

INIDNT, A3RFYTOTTR mvﬁa GV OR. géoiraodfa 5 ©0snes), vc—"a!ao@cbgcﬁ’.

N

- Explain the importance of modern office.

STOT Fe3e00D ROBIIY, D30A.

’

| Briefly explain the functions office manager.

| B3€0 a’%aﬁm@a’%d EéodaFﬁ%f@L‘h‘oégmﬂ QTOA.

Describe the advantages 6f office laybut.

#2360 DT SROBRORYRY, DT

State the importance of office records.

82360 ToDSNY 72,3000, BT, 39~

Briefly explain life cycle stages of files.-

PONY RIS 38,3 TOBNTIY, Fo3ZJazoN DOR.
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- SECTION-C
QTN - A :
1. Answerany TWO from the following. Each carries 12 marks. (2%x12=24)

sainsq)ﬂ%*c?,, OIRP) T3 DORY, B0, 80300 12 03NYEY BRODTIZE.
7. Explain the types of office organization structure.

S0 Xood Trdod T, TONII) DT

8.  Write a brief note on office environment’

%2360 TORTT w7 F08 333 2SG0D.

9. Write a brief note on the following:
a) Filing of Records '
b) Indexing of Records.
SINSIS i} B3 £ITeS 295000,
2) TSNS IOF
b) TSN acwson’

SECTION-D -
: ‘ dgn - 8
IV. Answer any ONE of the following questions which carries 6 marks. (1x6=6)

39N CARTBe 20D TIT VI8, 6 ©0BRUR), BROOWYTS.
10. List out the different types of files used in the office.
F23e0030€), WP DT 0eS0D 7, O NI, TeS BRE.

11. Explain the different types of stationery used in office.
523600300, PR DT eS80 X EHRIONTR, TR




