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B.A./B.Sc. (General) 1st Semester
Examination

1127

OFFICE MANAGEMENT & SECRETARIAL
PRACTICE

(Typography & Computer Applications)
(English Theory)

(In All Mediums)
Paper : A

Time : 3 Hours] [Max. Marks : 40

Note — (i) Attempt any five questions from Section A.
(i) Attempt any two questions each from Section B

and’ Section C.
(iii) Each question carries equal marks.
Section-A
{* Define straight manual typewriter or human powered
type writer.
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2. Give examples of computer input devices.
3. What are commonly used operating systems ?
4. How do you get the right indenting of a letter ?
5. What is the difference between font size and font
style ?
6. What are special signs ? Give two examples.
Section-B
7. What are various types of type writing. machines ?
8. Discuss the applications of computers in modemn day
world.
9. Discuss various storage devices.
10. Explain with diagram the block of a computer.
Section-C
11. Discuss the ideal sitting posture while working on a
computer/type writing devices.
12. What are different parts of tabulations ?
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