
16

2019(Odd)
1626502

Time : 3Hrs. Sem. -V/MOP

O.E.S. & Off. Auto.

Full Marks : 70

Pass Marks : 28

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 6  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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How does a mail department function in an 

organization? Explain in brief.

Write short notes on any two of the following :

(a) Dicta phone

(b) Electronic task

(c) Graphic tablet

communication services used in a modern 

commercial establishment.

OR

9.
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1. Choose the most suitable answer from the following

options :1x20=20

(ii)

(i)

(i)        

P.T.O

(a) Hardware

(b) Software 

(c) Micro ware

(d) None of these

Which of following is the advantage of 

mechanisation:

(a) Surplus staff

(b) Lower operating system

(c) Workers resistance

(d) Dominance of machines

NT5042NT5042

8.

Answer all Five Questions. 
6 x 5 =30

What do you mean by office Automation. 

What are the problems of present office.

What are the advantages and disadvantages of office 

machines?

What is the difference between hardware and 

software?

OR

6

6

7.
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(iii)

(iii)

(iv)

(ii)

Mailing machine includes:

(a) Furniture

(b) Equipment

(c) Xerox machine

(d) None of these

Office automation:

(a)  Reduces work torle

(b)  Reduces work

(c)  Reduces mechanism

(d)  None of these

6.

4

4
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What are the function of punching machine?

Describe different types of office letter?

5.

OR

OR

OR
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(v)

(v)

(vi)

(iv)

Medium for voice mail is:

(a) Telephone

(b) Camera

(c) Electronic typewriter

(d) None of these

Type writes with memory becomes:

(a) Hard copy

(b) Soft copy

(c) WP

(d) None of these

                                   OR

4

4

4.
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Define Registered letter also two importances of it.

Write down four main advantage of steel furniture.

telephonic conversion.

OR

3.



12 5 16265021626502

P.T.O

It is a Input device of computer:

(a) Key board

(b) Monitor

(c) Chechis

(d) None of these

Tabulating machine is:

(a) Furniture

(b) Office Equipment

(c) Stationary

(d) None of these

(vii)

(vii)

(viii)

(vi)

Answer all Five Questions. 

2.

4 x 5 = 20

4                     

(xx)
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Define teleconferencing. Also write its two

importance. 
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Copy of document as graph sent electronically

from one machine to another via telephone

lines is called:

(a) Fascimile

(b) Xerox

(c) Photocopy

(d) None of these

Computers printing gives:

(a) Photo copy

(b) Original copy

(c) Provisional copy

(d) None of these

Mobile network cannot provide -following 

facility:

(a) Talking facility

(b) Message facility

(c)  Multiple audio-visual facilities

(d) Lamination facility

Letter  drafting belongs to while section:

(a) Correspondence section

(b) Clerk

(c) Office manager

(d) Depends upon the office system

(ix)

(ix)

(x)

(viii)(xviii)

(xix)

(xx)

(xix)
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Which is not a data processor?

(a) Computer

(b) Note book

(c) Accounting machine

(d) Listing machine

Emergency call includes:

(a) Traffic police

(b) CID

(c)  Ambulance

(d)  None of these

Fascimile is the modification of :

(a) Telephone

(b) Television

(c) Teleprinter

(d) None of these

Business reply letter is :

(a) E-mail

(b) Out word mail

(c) Inward mail

(d) None of these

(xvii)

(xvii)

(xviii)

(xvi)

(xi)

(xi)

(xii)

(x)
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Which of the following is not a record storage

device?

(a) Pen drive

(b) Pen camera

(c) Pen recorders

(d) Pen holder

Fax machine is used for:

(a) Speed 

(b) Message transmission

(c) Club meeting

(d) None of these

Full form of MMS is:

(a) Multi mix server

(b) Multi meter serves

(c) Multi media service

(d) None of these

Calculating machine is used for:

(a) Checking sales invoice

(b) Foreign currency conversion

(c) Checking time table

(d) None of these

(xiii)

(xiii)

(xiv)

(xii)

(xv)

(xv)

(xvi)

(xiv)
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What is an electronic message transmission? 

Explain its main elements.

What equipments and machines will be needed in 

an advertising company?

What role does a duplicators play in office?

OR

OR

10.

6

6

11.
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What is an electronic message transmission? 

Explain its main elements.

What equipments and machines will be needed in 

an advertising company?
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OR

OR

10.

6

6

11.
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