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SiDiaenrsen : (1)  Sags eflansas@sh an& uleurdl o crargm eremusenest FHLINTTEEIS
Qanciarajd. siFsLLeild Gapudminlar, seons sarsrafliiurariied

o Lengwnes Qaflalssa)n.

2) Beo degy smpuUy  owdea wLCHEWL  FWHUIDEGHD
SigsGangBauspEd vudau®ss GauadrHib. ULmSH wLETuEDES
Guandle vweuB ey,

Instructions : (1) Check the question paper for fairness of printing. If there is any lack of fairness,
inform the Hall Supervisor immediately.

(2)  Use Blue or Black ink to write and underline and pencil to draw diagrams.

L@ - 1/ PART -1
GPILY 1 () Simengg clanss@sEh el walsaab. 15x1=15
() Garhasiul Gdrar preng wipgy elelsald Blsaid gy
e ewws Caihls®Higs @HELGrea dlarlaanyn Gsids

ET(pHEYLD.
Note : iy  Answer all the questions.
(i) Choose the most appropriate answer from the given four alternatives and write

the option code and the corresponding answer.
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AL sas saig SaEDH@E pLagahis@e goun® Gralga .
(<0)) SEIEUESE HETAIEMIDLILY (<3),) DINIOIDG ()L oenDUIL

(@) eeuass G (1) DAQIMIOES HLigl 1D

Arrangement of equipments within the available floor space is L

(a) Office Layout (b)  Office Accommodation

() Office Environment (d)  Office Building

rufeysar Coanrenewn aaug em ufela arpsass &gpmeﬂsmu 24 S &
B maunEsid wed 2igd @nd Heow aoy sLGuubss culguenEHFILLL. CFLeD
urHEmars G&HEADE" TN uDTUMISSE :

(o) Gegan Ga. Smél Qe (=) .y, Q]
(@) Querwi () Qe igriQeusd wpmib Fmlemsan

from its creation to its ultimate disposition”

“Records Management refers to the activities designed to control the life cycle of a record
E:defined by

(a) Jane K. Crucible (b)
(¢) Denyer (d) Letting well and Robinson

.R. Terry

SIQEURES SHENET @ s _‘

(=) vwarurl(® Guea@ummedr () Sileuesd Qgrrurear Lentlse
(@) ewsbrmardU Sigieuesd (F) Sreysser ClLoameTentd BHepLoLiLy
Office Tools are a type of

{a) Application Software (b) Office Related Tasks

(c) Microsoft Office (d) Database Management System

Bk EellSEe eremgl LeiuTeTiaemaT QFWOIPEDWITEGLD.
(1) HLL1B(BHD

() GlYLEDLESGLD

(@) aufpLigw oMb CGohuniemaiud B

(/) MBlireudlE@h

Direction can be regarded as the process of the staff.
(a) Planning

{b) Organising,

(c) Guiding and Supervising

(d) Administrating
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sULEITE uss slLsyrHulen &P umsliLBSsLULalloame.

(1) Guyerey UsHS (<) @sTer GUCTH
(8) 2W9G6rwss (FF) Yevarm@L

index is not classified under page Index.
(a) Bound Book (b) Loose Leaf Book
(c) Vowel (d) Visible
&HMFG Wl LDNel&EESD B SIUED TETMD BMEEHU
LS.
(<=1) GO Bl SIeUSHD (<=,) sapiflened QIS
(@) dnbs e () geflurm Sigieuesd
Environmentally friendly office is also known as .
(@) Eco friendly office (b) Modular office
() Open office (d) | Brivate office

crenug Sereyl sarflaflsefiar amm @GLW0.
(1) 2ersLenoliy (<=4) el
(@) e cTaTepESILILL <iewiy () euerblummer
is the component of cloud computers.

(a) Infrastructure (b) Structure

(c) Inbuilt structure (d) Hardware

pelar SIQEIDSHBISEHT DiF6 o | QewduBélemar.
(1) Qerhg Qaemdreans (<) QEmbs ilged

(@) Qerps enoLIL|E6T () Qerpg eNfser
Modern offices are functioning with its '

(@) Own Policy (b) Own Structure

(c) Own Systems (d) Own Rules

LigdH GelwiurL &G d Qgeaflaurar, gioalwinra wHmn il eurar
B &s Geuam(BHid.

(=) oD (=t) QLY

(@) v (FF)  <SIEDLIL|EGET

The completed manual should have clear, accurate and comprehensive
(@) Information (b) Communication

(c) Forms (d) Systems
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10.

11.

13.

14.

S Hemb erenughl

(1) @UEMEEHELILILNG GHi6 (<)) uprIs@mOELZIULL. 56y
(@) Qurmdshmn Grey (rF)  eflesrausb el

A Database is a Collectionof

(@) Unorganized Data (b) Logically Related Data
() TIrrelavant Data (d) Queries

GDP - erenugen eflfloundsin

(<) Gross Domestic Product (<2,) Good Distribution Practice
(&) General Data Process (/)  General Domestic Product
The expansion of GDP is 3

(@) Gross Domestic Product (b) Good Distribution Practice
(¢) General Data Process (d) General Domestic Product

R & Q& (& & 6T mnqém&uﬂmﬁ&aﬂmpﬁm Celiiyl
oo Gl & S mF).

(=) Gaubliy (<) Bruy

(E) Qzmri eneuliyy (r) Hleveowmrer eneuli
accounts encourage savings habit among the customers.

(a) Savings (b) Current

(c) Recurring deposit (d) Fixed deposit

Up&ESSNG

i eraTug eelilsmar gHNGQsTET(H SLETHEMET QUPHIGL (M

Blmeuaniom@Lb.

(1) BIg) smyng () BIE) srips

(@) Caeneu smiBs (r) Qamfled mic L

Bank is a institution that accepts deposits and lending loans.
(a) Non financial (b)  Financial

(c) Service oriented (d) Technical

Digleuassdlan QUImLILTETT eranm DWP&ESUILHLLD HUT

(21) Seyeucrs Goemrerit (=,) Qweomert
(&) @wéemir (rr)  Blireudliueurr
A person who is incharge of office is called

(a) Office Manager (b) Secretary

(c) Director (d)  Administrator
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15. L@MALS®S Qg aIMDEGID oyPlefwe e miepEsluBaDg.
(e4) Lefld@pedluie (e8),) SIGIEUHLD
(@) sieop () Hpeued

The science of designing a work place is known as
Office

Enterprise

(@)  Ergonomic (b)
{¢) Department (d)

L@ - 11/ PART - 11

MUY : aemauGugid LSS oNeré & @hé G HenLwellssa)b, eflearm eram 28 -&&
sU_Lmuwons edewafldsa). 10x3=30
Note : Answer any ten questions. Question No. 28 is Compulsory.

16. eyt Qengg UTgSTUL| GTEIDITE ereman ?
What is meant by intellectual property protection ?

List out the objectives of Automation.

17. srafluk@sda GHsGarasmar ui.qﬁﬂ@as.

18. ABW - crermmed erevies ?
What is ABW ?

19. BPO - cuenumi&seyu.
Define BPO.

20. erwworid Srayser LHH @@ Sn GO eers.
Werite a short note on core banking solutions.

21. Guoudlsi gleias Guooramemio upd GOHUY euenTs.
Write notes on Virtual office Management.

22, euwril Sgleumstser updl GOl euemys.

Give a note on smart offices.

23. g pie sl Larmd wpepulen Cgemeuadr wrena ?
What are the essentials of a good indexing ?

24, wdlyiud . ueeflullib erempred eremer ?

What is a shared workspace ?
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25.

26.

27,

28.

QIS DEIDLIL| OPDILD [HENLAPEHMEET GTesnred 6Temen ?
What is meant by the Office system and Procedures ?

Cueramenid QuoetGLmhEr erempimed eremes ?
What is a Management Software ?

S Lcueanuie e drer 2. pe|saflen cuansser creve ?
What are the types of relationships in tables ?

IT-BPM Gamfied gievpufen iama|méEser wireal ?
What are the Parameters of IT-BPM industry ?

u@é\ - I /PART I

GOy : etemauCuend mha Neamés@EpseE elmwalssalb. elam eram 35 -&@

Note :

29.

30.

31.

32.

33.

34.

35.

sLLmuwns e weflléseay. . _ 5x5=25
Answer any five questions. QuestioH\Io 35 is Compulsory

Sieues gl Qumrmlgaflen euensliLm el efleTéseayLb.
Explain the classification of office stationaries.

BYOD -eér p&dlwsgeusengs upml eSleudl.
Describe the importance of BYOD.

SiQeuas @ ebliemus Caibegshlude smsHa GQararer Goudmgw sryasiiser
wreney ?

What are the factors to be considered in choosing office accommodation ?

DBMS -aim safl§ SlpliLger wreneu ?
What are the special features of DBMS ?

awaflss dewour@seilar Heuellatarania) Coameuser eramme eremar ? ST
W&&w Ceanouseer 6r(Lpg)s.

What is Business Process Outsourcing (BPO) services ? Write its important services.

aurd) sang@satien cuamasamer elleufl.
Explain the types of Bank accounts.

LWLLGHESILCL wHpId UraerssiurL. Caruiider Cugur@smer erigs)s.
Write the differences between centralized and decentralized filing.
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Note : Answer all the questions.

36.

37.
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2x10=20

(=) Qeues Cuararmwwlen wpadwuggeun wpmb Laflamer efeuf.
ETNME ]

() s QurLsaflen Cairey HmD Qerarapse LHH eleréEs.

(@) Explain the importance and functions of Office Management.

OR

(b) Explain the selection and purchasing of stationaries.

(1) Seuess G uni ellifleurs eripseayb.
3|6VeVE)|
(<=,) Qurgleurer eukiflg Gaaneugeamer allflalrs aferésa]Lb.
(@) Explain in detail about the office environment.
OR
(b) Explain the common banking services elaborately.
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