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Answer any FOUR of the following questions                                          (4X15=60) 

1. Explain the different types filing techniques with merits and demerits  

2. Describe the importance of indexing  

3. What are the various advantages of computerizing an office? Explain  

4. Discuss the different types of typing machines  

5. Elaborate the different factor involved in  designing of an office forms 

6. Elucidate the various kinds of machines used in an office. 

 

 

 

 


