* R R - 0 3 1 5 / 3 0 0 *

RR-0315
First Year B. Com. Examination
March / April - 2010
Office Management : Paper - I
(Theory)

Time : 2 Hours] [Total Marks : 35

Instructions :

(1)

/7 -l taida g [adlawll [@odl Greadl u wasy audl,
Fillup strictly the details of g~ signs on your answer bock.

SeatNo.:

Name of the Examination :

*|F.Y. B.COM. |
Name of the Subject :

*| OFFICE MANAGEMENT - 1 (THEORY) |

~

Subject Code No.:| 0 3 1 5 & SectionNo. (1,2,.....) :

Student's Signature /

\Z
(2) Figures to the right indicate full marks.

1 Write short notes on any three : 15
(1) Feed Rollers
(1) The Home Keys
(1) Vowels
@1v) Short Forms
(v) Joining of Consonants.

2 (a) Discuss care and maintenance of typewriter. 5
(b) How we can do stencil cutting on manual typewriter? 5
OR
2 (a) Explain about First Place vowel with suitable example. 5
(b) How many forms of consonants 'R'? Explain with 5
suitable example.
3 (a) Describe the layout of business letter writing. 5
(b) What do you know about grammalogues? Explain 5

it with some grammalogues.
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3 Fill in the blanks :

@
(i1)

(1)

iv)
)

(vi)

(vii)
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Vowels are represented by and

Consonants are joined without pen as in
longhand.

K,G,M,N,NG, consonants are known as a
strokes.

Before M, 'R' is written

In P.S.H. represent the First place of vowels, the outline
1s written.

In P.S.H. the second place of vowels the outline is
written

In P.S.H. there are curve consonants.
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