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ƒzp : 3 oÁÃ TÏm : 80
Time : 3 Hours Marks : 80

Ãƒ|ÃÁáÁ∫m ÃÓYåÁ :

1. Ãƒ| ü≈å ÃÁzguƒmz EuåƒÁÆ| EÁ“z.

All Questions are Compulsory.

2. ünÆzN˛ Gú-ü≈å úÁY TÏmÁÊYÁ EÁ“z.

Each Sub-question carry 5 marks.

3. ünÆzN˛ Gú-ü≈åÁÊYz G∫ 75 oz 100 ∆£tÁÊo u¬“Á. ünÆzN˛ ü≈åÁYz G∫ ÀƒoÊfi úw…eÁƒ∫ u¬“Áƒz.

Each Sub-question should be answered between 75 to 100 words. Write every questions
answer on separate page.

4. 80 TÏmÁÊXÆÁ ü≈åúufiNz̨ Yz EÁú¡ÆÁ u∆qmN¿̨ ™ÁXÆÁ ÃÊ∫YåzåÏÃÁ∫ TÏmÁÊo øúÁÊo∫ N˛∫lÆÁo ÆzF|¬.

Question paper of 80 Marks, it will be converted in to your programme structure marks.

5. ü≈åÁ§Á§o ∆ÊN˛Á EÃ¡ÆÁÃ, ™∫Áey ßÁ zoy¬ ü≈å EuáNw̨ o Ã™\ÁƒÁ.

Incase of doubt of question, Marathi version will be treated as final.

1. QÁ¬y¬ú{N˛y N˛Ázmoz“y YÁ∫ Gú-ü≈å ÃÁzgƒÁ. Solve any four sub-questions.

E) N˛ÁÆÁ|¬Æ ©“m\z N˛ÁÆ ? N˛ÁÆÁ|¬ÆÁYy üÁsu™N˛ N˛ÁÆz| u¬“Á.

a) Write meaning of Office. Explain the primary functions of Office.

§) u“∆Áz§ QÁnÆÁYy úÁY N˛Á™z u¬“Á.

b) Explain five functions of Accounts Department.

N˛) N˛ÁÆÁ|¬ÆÁXÆÁ \ÁTzYy uåƒg N˛∫oÁÊåÁ N˛Ázmoz VbN˛ uƒYÁ∫Áo UÆÁƒzo ?

c) What type of factors should be considered for selecting the Office place?

g) N˛ÁÆÁ|¬Æyå ƒÁoÁƒ∫m ©“m\z N˛ÁÆ ? N˛ÁÆÁ|¬Æyå ƒÁoÁƒ∫mÁYz oyå VbN˛ u¬“Á.

d) What is an Office Environment? What are the three main factors of Office
Environment?
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F) N˛ÁÆ|úÚoy ©“m\z N˛ÁÆ ? N˛ÁÆ|úÚoyYz oyå GÒz∆ u¬“Á.

e) What is Office procedure? Write three objective of Office procedure.

2. QÁ¬y¬ú{N˛y N˛Ázmoz“y YÁ∫ Gú-ü≈å ÃÁzgƒÁ. Solve any four sub-questions.

E) EÁt∆| N˛ÁÆ|üƒÁ“ÁYz úÁY ¢˛ÁÆtz u¬“Á.

a) Write five advantages of Office work-flow.

§) N˛ÁÆÁ|¬Æ √ÆƒÀsÁúN˛ÁYz §Á{uÚN˛ TÏm N˛Ázmoz ?

b) Explain the head qualities of the Office Manager.

N˛) N˛ÁÆÁ|¬Æ √ÆƒÀsÁúN˛ÁYz úÁY EuáN˛Á∫ ÃÁÊTÁ.

c) State five rights of the Office Manager.

g) Ãu™oy N˛∆ÁÃ ©“moÁo ? Ãu™oy ÃÊVbåzYz oyå tÁz  u¬“Á.

d) What is Committee? Write three disadvantages of the Committee.

F) N˛ÁÆÁ|¬ÆÁXÆÁ ∆ÁÀfiyÆ √ÆƒÀsÁúåÁYz úÁY onƒz u¬“Á.

e) Write five principles of the Scientific Office Management.

3. QÁ¬y¬ú{N˛y N˛Ázmoz“y YÁ∫ Gú-ü≈å ÃÁzgƒÁ. Solve any four sub-questions.

E) N˛ÁÆ| ÃÊÀNw̨ oy ©“m\z N˛ÁÆ ? N˛ÁÆÁ|¬ÆÁo N˛ÁzmnÆÁ üN˛Á∫Yy ™ÁmÃz utÃÓå ÆzoÁo ?

a) What is Work Culture? What type of persons working in the Office?

§) N˛™|YÁ∫y ß∫oyYz úÁY EÊoT|o œÁÁzo / ™ÁT| u¬“Á.

b) Write five internal sources of recruitment.
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N˛) üu∆qm ©“m\z N˛ÁÆ ? üu∆qmÁYy EÁƒ≈ÆN˛oÁ N˛Á EÃoz ?

c) What is Training? Why training is needed?

g) ünÆq N˛ÁÆ| üu∆qmÁYz úÁY ¢˛ÁÆtz u¬“Á.

d) Write the five advantages of on the Job training.

F) N˛™|YÁ∫y √ÆƒÀsÁúåÁYz GÒz≈Æ Àú…b N˛∫Á.

e) Explain the objects of Personnel Management.

4. QÁ¬y¬ú{N˛y N˛Ázmoz“y YÁ∫ Gú-ü≈å ÃÁzgƒÁ. Solve any four sub-questions.

E) §joy ©“m\z N˛ÁÆ ? §joy™Ïpz N˛Ázmoz §t¬ “ÁzoÁo ? oz u¬“Á.

a) What is Promotion? Write changes due to Promotion.

§) oÁ∫ åÀoyN˛∫mÁYz úÁY TÏm u¬“Á.

b) Write five advantages of Spike filing.

N˛) åÀoyN˛∫m ©“m\z N˛ÁÆ ? åÀoyN˛∫mÁYz ™“‹ƒ u¬“Á.

c) What is meaning of Filing? Write importance of filing.

g) N˛ÁÆÁ|¬Æyå ÃÊtz∆ƒ“å ©“m\z N˛ÁÆ ? ÃÊtz∆ƒ“åÁYy oyå ÃÁáåz u¬“Á.

d) What is Communication? Write three equipment of Communication.

F) úTÁ∫ úfiN˛ N˛∆ÁÃ ©“moÁo ? úTÁ∫ úfiN˛Áo N˛Ázmoy ™Áu“oy EÃoz ?

e) What is Salary Bill? What information is included in a Salary Bill?
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