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Q-1  Define the meaning of Office, Explain the importance of Office (19)
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Q-1  Gives the meaning of Decentralize Office, Discuss the advantages and disadvantages
Of decentralize Office . (19)
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Q-2 Define the meaning of Management , Explain the level of management with diagram . (17)
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Q-2 Explain the Right Price, Right Quamtity, Right Quantities, Right Time, Right Distributors
Purchasing principal. an
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Q-3  Explain the Number filling, Alphabetic Filling, Geographically Filling, (17
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Q-3 Explain the Horizontally and Vertically filling system (17
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1. i [4eust Finance Department
2. Yf5doid [detol Personnel Department
3. siled Wi Office Record
4, le¢d s1lan Central Office
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