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Time : 3Hrs. Sem - V/MOP   
Off. Equip. & Ser.

Full Marks : 80

Pass Marks : 26

Answer all 20 questions from Group A, each question 

carries 1 marks.

Answer all Five questions from Group B, each question 

carries 4 marks.

Answer all Five questions from Group C, each question 

carries 8 marks.

All parts of a question must be answered at one place in

sequence, otherwise they may not be evaluated.

The figure in right hand margin indicate marks.
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Explain about five types of office stationary and 

their use.

saving devices commonly used in modern office.

OR

OR

8

8.
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1. Choose the most suitable answer from the following

options :1x20=20

(i)

(i)

(ii)

P.T.O

GROUP - A

Computer is useful for -

(a) Office

(b) School

(c) Booking Counter

(d) For all the above places

Sealing machine is used at -

(a) Play ground

(b) Railway Station

(c) Office

(d) Shop

32502

OR

Why and when telegram-service was stopped by 
Govt. of India ?

                 GROUP  - C

Answer all Five Questions.

What basic principles should be followed in 

selecting office furniture ?

7.

8

8 x 5 = 40
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(iii)

(iv)

(iii)

(ii)

(a) Private Branch Exchange

(b) Patna Bankipore Exchange

(c) Private Basic Exchange

(d) Patna Branch Exchange

(a) Dictionary

(b) Chart

(c) Directory

(d) Time Table

32502
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3

What is the use of card-less phone in office ?

communication ? Name them .

OR

OR

6.

4

4

5.
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(iv)

(v)

(v)

(vi)

OR

(a) Inward Mail

(b) Outward Mail

(c) Parcel

(d) None

(a) Telephone

(b) E-Mail

(c) S.M.S.

(d) M.M.S

32502

4

4

3.

4.

P.T.O

OR

Which type of chair and table should be selected 

for a manager's chamber and why ?

them and explain in six seven sentences.

Why computer is called desk-top-publisher ?
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(vii)

(vii)

(viii)

(vi)(xx)

Communication within organisation is -

(a) External Communication

(b) Internal Communication

(c) Both

(d) None 

(a) Punch card machine

(b) Note pad

(c) Note book

(d) Stapler

32502

P.T.O

Answer all Five Questions.
4 x 5 = 20

Why folding furniture is made ? Is it useful for an 

office ?

2.

4

OT5051OT5051
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(viii)

(ix)

(ix)

(a) Geletine transfer

(b) Sketch

(c) Carbon Copy

(d) Printing

A document's print out is called

(a) Tough copy

(b) White copy

(c) Hard copy

(d) Black copy

(a) Sales addition

(b) Sales summary

(c) Sales forecasting

(d) Sales promotion

(a) Checking sales invoice

(b) Foreign currency  conversion

(c) Both

(d) None

32502

(x)

(xviii)

(xix)

(xx)

(xix)

P.T.O
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Time recording clock is used to record -

(a) Arrival time and departure time

(b) Service tenure

(c) Promotion test

(d) None

(a) P.A.B.X.

(b) Inter Com

(c) Dictaphone

(d) Paging-system

(a) Fascimile

(b) Stapler

(c) Calculator

(d) Pencil

(a) Type writer

(b) Dictating machine

(c) Microwave

(d) Duplicator

(xi)

(xi)

(xii)

(x)

32502

(xvii)

(xvii)

(xviii)

(xvi)

P.T.O
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Coloured diagram can be sent through

(a) Radio

(b) S.M.S.

(c) M.M.S.

(d) None

(a) Watching movies

(b) Listening news

(c) Transmit messages

(d) All

Which is used for written communication ?

(a) Telephone

(b) Messenger

(c) Intercom

(d) Dictaphone

(a) Sketch

(b) Diagram

(c) Drawing

(d) Typed message

(xiv)

(xv)

(xv)

(xiv)

(xii)

(xiii)

(xiii)

32502

(xvi)

P.T.O
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Explain about computer. Why is computer the 

back-bone of any organisation now?

Write short notes on Teleprinter, Telex system and 

Fax system.

How can we overcome them ?

modern office. How mechanisation helps it ?

OR

9.

10.

8

8

OR
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P.T.O

Explain about computer. Why is computer the 

back-bone of any organisation now?

Write short notes on Teleprinter, Telex system and 

Fax system.

How can we overcome them ?

modern office. How mechanisation helps it ?

OR

9.

10.

8

8

OR
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***

outgoing mail of an office.

State the merits and demerits of centralised and

decentralised correspondence in an office.

11.

8

OR

OT505118 32502

***

outgoing mail of an office.

State the merits and demerits of centralised and

decentralised correspondence in an office.

11.

8

OR
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