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Q.1 Explain Business letters in detail. Wrire a purchase order to purchase of 100 Air conditioners for your office. 

O;kolkf;d i=ksa dks foLrkj ls le>krs gq,] 100 A/C vkids dk;kZy; gsrq [kjhnh vkns'k dk i= fyf[k,A 
 

Q2. Explain the office procedure of any bank. Fill the deposit and withdrawal form of bank and attach sample here 

 cSad dh dk;Ziz.kkyh dks Li"V djrs gq, vius [kkrsa esa :- tek djus vkSj :- fudkyus ¼vkgj.k½ ds QkeZ dks  
 Hkfj,A Hkjs gq, QkeZ izLrqr Hkh djsaA 

  

Q3. Explain the importance of time management in context to an office. As an office Manager what action will you 

take it the workers  tocome late in the office? 

le; izca/ku dk egRo dk;kZy;hu lanHkZ esa le>kb, A dk;kZy; izca/kd ds :i esa vius v/khuLFk 
deZpkfj;ksa ds dk;kZy; esa nsjh ls vkus ij vkids }kjk dh tkus okyh dk dk;Zokgh dk fooj.k fyf[k,A 

 

Q4. Write introduction of office machines like Photocopy, Fax, Computer. 

 dk;kZy;ksa esa iz;ksx dh tkus okyh e'khuksa ¼QksVksdkWih] QSDl] dEI;wVj½ dk ifjp; nhft,A 

 

Q5. What is communication? Explain the effective Communication required in office procedure. 

lapkj fdls dgrs gSaA dk;kZy;hu izfØ;k ds nkSjku izHkkoh lapkj dks Li"V dhft,A 

 

 

 

 

 

    

 

 

 

      
     


