PROJECT RAIL
(REGULAR ASSESSMENT FOR IMPROVED LEARNING)

General School
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SECTION - A (1 X 6=6) (a=E 751)

1. TEARLOT T T 3297 F4T ¢ ? What is the main objective of filing?
(a) T for@«T/ Writing letters
(b) T=Ti T FETerad T@H1/ Preserving letters

(C) MALTF SATARTLI I STeat gadT / Quickly locating necessary information

(d) &I |SITAT / Decorating files

2. T IS &1 T 9 8- A disadvantage of a wire file is:

(a) T&AT w1 / It is inexpensive
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(b) Tfera gt g / It is secure

(c) o= T H &ieATS / Difficulty in retrieving papers

(d) gt BT & / It is lightweight
3. T AT<eT AEd 20T Feeq § AT g1 AT U-

What should an ideal filing system possess?
(a) =T / Delay (b) &fteraT / Promptness

(c) =¥ / Disorder  (d) THTH / Loss
4. FIHHTOHT AT T 3297 FAT g ?
What is the main objective of an index?
(a) T for@eT / Writing letters
(b) =T T FIIerT T@AT / Preserving letters

(C) SMELTF: SATAFIT I Seat gedT / Quickly finding necessary information

(d) WT=et |S(AT / Arranging files
5. Hehd TS &1 TANT T SITaT 8.2

Where are index cards used?

(a) fore=z &t T¥a% =T # / In a bound book catalog

(b) TS rLwHTOERT | / In a card index
(c) a TAT b T | / In both (a) and (b)
(

d) 3T & FI< 7al / None of these

6. TS STHATIHT T STATHIT [T ?
Who invented the card index?

(a) T TS / Abbé Rozier (b) UH 7 / Grace
(c) 271 ®IE / Henry Ford (d) T8 It / Graham Bell
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SECTION - B (4x2=8)(zM=94d 7%)
7. AEHCOT T FIE T TOITAIT o ATH JaT20 |

Name any two systems of filing.

8. &t HIZS & a1 07 fertar |

Write two merits of the flat filing system.

Q. STHHTVIERT o &l 1T T |

Write two types of indexing.

10. FTS FATHATITHT F4T g ?

What is a card index?

SECTION - C (2x3=6) (3193947 I%)

11. HBIeST HIEA FT g ? T8 i 07 oI |
What is a folder file? Write down three of its characteristics.

12. FhI T FALHHTOIRT o T[0T I (AT |

Write down the merits and demerits of a cyclic index.
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