JeT s 9T AT
MU Jo 9T

YR/ FITE WA, T /ol WHE, S qeehT YIE /el Gerid Ugh]
AT WAAINATcHs TU&T®! qeTHH T T Juett (Arstr)

fedfa 9= (Paper I1): - ®ETad sga€a™= (Office Management)

gre (A):40 #E ¥ TIX L AF = R0 AF
Section (A): 40Marks

R ¥9Xq0 9§ = R0 A%

. FEAGT STTCAT
1.9 AT T HHA
9.9.9 ®ET (Office): W=, Hed, H T THIT
1.9.% HeIF HHALHT B T [EE
9.9.3 AT Fd g (Office Resources): TRET T YHIK
9.9.Y¥ HETTIA TIH Heod, fhRm T e
9.3 HETAT HEEET (Office Procedure)
9.R.9 97 g8 (Correspondence)
1.2.9.9 9=E, 59T T =BE/T7# TEe
9.2.9.% RE® YHR (TIRT T IraHemarenT ATeRr)
9.%.9.3 Tal T I« (Registration & Dispatch)
9.2.9.¥ T (Information/Notice): IR@= (Circular), % T<eT (Order)
1.3.R et w@e T fewue qur wrel eare g $lee
1.3.3 Yidded @d — i, TR 9E eaH Rqud $UEE T Y4B
9.3 9ARTE ega€am™= (Record Management)
9.3.9 #NIE (Record): =, I298 T T&KK
1.3.3 AMIE SHIEAATAT ATGHE T eHT TART
1.3.3 wRERE (Filing): 9=, @y, [y ta aiwee
9.3.¥ ATHANET (Indexing) T TR=T, Heed T THR
.Y FEH A a9 i Aher@ (Minuting)

1.4 SEFE T GATE A SgaedTah] qresl T fafd

g ug (B): 30 A ATT x YL AT=90 AT
Section (B): 30 Marks

R W xq0 WF - R0 AF




3. EfaEr T RS =G
.9 ST diad
2.9.9 Wiferd &k T Heled
R.9.] TSIl M Rigrea, i qor e
2.9.3 YR HRENIH], SHAEMUHT TAT TIMT T8 T THT AIDHRHT Tl
.R TEIHT GEAHT UG qAT FEE
.2.9 AlETIR TEUAN ATEEN AN
.R.] HERMEl TAEHH HAAT
R.R.3 A% AT ATANT, Y& Al JaT AR
3.R.Y FamEm smam
.34 ORT AT ATFR AEN
R.R.& G WIHEAT T AHT WA T
R.R.© T T9g ARET T AUSHT 9T qul
.3.5 HEIHAAT T AEAARIGH] BT, TS T4
3.3 W& F=aT (Civic Conscience): M= f&r®T@ (Character Development),
AAAT Wed AFAAT (Human Values), RS %ded T IMdca qdT ATmET
(Civil Rights & Duties) T ghTUcHS = (Discipline & Positive Thinking)

gt (C): 30 AF & WIX L 3§ = 30 &AF
Section (C): 30 Marks

3. 9T T
3.9 TAHT  ATEIRET WRAEE a9 Ulhe W (Fundamental Operations in
Mathematics & Unitary Method)
3.3 Wi, Teea, yiaerd T @i (Fraction, Decimal, Percentage& Ratio)
3.3 AT, AFEE T ge (Profit, Loss & Discount)
3.¥ Y, HHAT T ghHE (Tax, Commission & Depreciation)

3. qrawer =T T i sare (Simple Interest & Compound Interest)
3. rga (Average)

3.9 wEd wgma (Household/Home Arithmetic) @ faIsfett, wit T et Hega

qaT W31 fafw gFedt (Simple problems related electricity, water and telephone
bills and money exchange)

3.¢ Efifa (Mensuration): =g, =TS, Uik, &wer T ama= (Length, Breadth,

Perimeter, Area & Volume)




