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GAWTARTTHS TAETH TETHA

fga=(Paper I1): -
BT FIH(OfficeManagement)

gus (A): 40 oI% ¥TLIX 4 9§ = R0 ¥

Section (A): 40Marks R U¥AXq0 AF = RO A¥

FAAT FAIIT

1.9

1.R

1.3

9.%

FATAT T FHAT

9.9.9 wrEm@F(Office) : ai=ra, Hed, F IUFR

9.} FEIF FHARIH FF T e

99.3 @I gra arga(Office Resources): =a T J&R
9.9.¥ FATAIATEARE! Hecd, [hiad T qree

FraTaa wrEfata(Office Procedure)

9.R9 uF =@aer (Correspondence)
1.2.9.9 "=, geed ? ferdl/ aore e
9.3.9.% et YR (TART T GrATHebdTR! ATRHT)
9.2.9.3 TAT ¥ FI=HI(Registration & Dispatch)

9.2.9.%¥ F=T(Information/Notice): afta=(Circular), dre meet(Order)

9.3 faoqefi sgeR fawqoft qam arat e faqae a=es

9.%.3 ufqaeerad - 9fe=ra, R 9rel o feque e ¥ 9ER
FiverE =gazarad(Record Management)

9.3.9 afwer@(Record) : afe=, Ig9d T IR

9.3.% AfHerg AT Argfae gfafaer ganT

9.3.3 wefaeg(Filing): u=r, smavgesar, fafa ua afvees

9.3.%  smAre(Indexing) ®1 9=, Hecd T YHR

IEF HARATIA qAT MU AtgerE (Minuting)

.4 STAGHE T AT TATE SFALATTHT qrear T fafa
gve (B): 30 7% I YEAX 4 AT = 0 AF
Section (B): 30 Marks R W¥IX90 AT = R0 ;§
HET™R AR F=
R AR Elaar

RR

R99 Hifa® g% T wdA

R e faeerw fagr=a, it qur aifaea
TETART TSART U=T qAqT HTAES

R AR TIIANT AAEeaE AN
IR HETET TEEwH wATAT

RR3 A% AT AN
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A AATATIRT
AATARIFAB ST AT, T, AGMIAAT T L AT, TAATISAIBAGAINNT, GRIR a1 W € TTH
GATITANTITCHS qRAETHT qIETHH
Y fam=EEsmnT
RRY T 9Ha ATIHR AR
& GITHHAT 9T AiEARuTET FTaad
RS FYR ATHAT TIT ATHT T HeAd T
RR.5 WU ¥9e giearag
R.3 Ari® F=@An(Civic Conscience) @ =ikia® fa@  (Character Development),
AFAT ¥ed " (Human Values), AWike &aear T amtaea (Civil Rights &
Duties) d91 M= ¥ FebR1cHs® 4= (Discipline & Positive Thinking)

|vg (C): 30 A7

Section (C): 30 Marks & AAXY 9F = 30 9¥

ER 121 B | |
3.9 TiUTaeRT ATaRYdAiRATes q4r UwkhAad (Fundamental Operations in Mathematics
& Unitary Method)

3.} e, TeH«a, giqera ¥ s=dra (Fraction, Decimal, Percentage& Ratio)

3.3 AT, A T ge (Profit, Loss & Discount)

3.¥ &, FEEd ¥ g=we (Tax, Commission & Depreciation)

.M AR = ¥ A @rst(Simple Interest& Compound Interest)

3% #rad(Average)

3.9 mIEr wigEua (Household/Home Arithmetic) : fasTer, 9l ¥ Sf@wime Aedd
q9ar |at fafrwa gw==dr (Simple problems related electricity, water and telephone
bills and money exchange)

3.z émfafd (Mensuration):@wTg, =TeTs, URMATT, &% T smad=(Length, Breadth,
Perimeter, Area & VVolume)

T Il auTET rEIT GAITh FaedT T e U oG9 (MaHTeeile! aieA] arHa
SATHHTT & T, |
TR AT AT - 1A, 099/9s Y A AieHrT YT wuHt fawrae g |
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