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SECTION-A 10x2=20

Note :— () Answer ALL the questions.

(i) Each question carries TWO marks.
1. What is Controlling ?
2. What is formal organisation ?
3. What is meant by Administration ?
What is Office Layout ?
Define Ventilation.

Define Office Corresponding.
What is an E-mail ?
What is Agenda ?
10. What are minutes of a meeting ?
SECTION-B - 5x6=30
Note :— (@) Answer ANY FIVE questions.
(i) Each question carries SIX marks.

4.
5.
6. Mention any" four Stationery Items.
7
8.
9

11. Write the principles of management.

12. Write the importance of organization.

13. Explain the principles of organization.

14. Explain the types of Lighting Systems.

15. Discuss the types of filing.

16. Describe the importance of communications.
17. Describe office management system.

18. Describe the steps to be taken to prepare agenda.
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