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 AOM-01  

BACHELOR’S DEGREE PROGRAMME 

Term-End Examination 

December, 2022 

AOM-01 : OFFICE ORGANIZATION AND 

MANAGEMENT  

Time : 2 hours                            Maximum Marks : 50 

Note :   Answer any five questions. All questions carry 

equal marks. 

1. ‘‘A sound office organisation can contribute to the 

efficient working of an enterprise.’’ In the light of 

this statement, discuss the role of office in 

modern business.    10 

2. Explain the procedure that should be followed for 

efficient handling of inward mail in an office. 10 

3. Explain the meaning of work measurement. How 

does it help in improving the efficiency of office 

employees ? 3+7 

4. What do you mean by office layout ? Discuss the 

principles on which layout of an office should be 

based. 2+8 

5. Explain the staff welfare benefits offered by 

modern organisations to their staff.  10 
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6. Explain the concepts of ‘primary data’ and 

‘secondary data’. Discuss the stages in data life 

cycle.  4+6    

7. Briefly comment on the following statements : 5+5 

(a) Departmentation is an important process of 

office management. 

(b) A modern office is often defined by the 

people and the culture of the businesses, as 

well as the aesthetics. 

8. Write short notes on any two of the following : 5+5 

(a) Office Stationery    

(b) Written Communication  

(c) Record Management  

9. Distinguish between the following : 5+5 

(a) Open Office and Private Office 

(b) Centralisation and Decentralisation of 

Office    
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ñZmVH$ Cnm{Y H$m`©H«$_ 

gÌm§V narjm 

{Xgå~a,  2022  

E.Amo.E‘.-01 : H$m¶m©b¶ g§JR>Z Am¡a à~§Y 

g_` : 2 KÊQ>o  A{YH$V_ A§H$ : 50 

ZmoQ> :  {H$Ýht nm±M àíZm| Ho$ CÎma Xr{OE & g^r àíZm| Ho$ A§H$  
g‘mZ h¢ & 

1. ‘‘EH$ _µO~yV H$m`m©b` g§JR>Z EH$ CÚ_ Ho$ Hw$eb 
H$m_H$mO _| `moJXmZ Xo gH$Vm h¡ &’’ Bg H$WZ Ho$ AmbmoH$ 
_|, AmYw{ZH$ ì`dgm` _| H$m`m©b` H$s ^y{_H$m H$s {ddoMZm 
H$s{OE & 10 

2. H$m`m©b` _| AmdH$ S>mH$ H$s Hw$eb ì`dñWm Ho$ {bE 
AnZm`r OmZo dmbr H$m`©{d{Y H$s ì`m»`m H$s{OE &   10 

3. H$m`© _mnZ (work measurement) H$m AW© ñnîQ>  
H$s{OE & `h H$m`m©b` H$_©Mm[a`m| H$s H$m`©Hw$ebVm Ho$ 
gwYma _| {H$g àH$ma ghm`H$ hmoVm h¡ ?   3+7 

4. H$m`m©b` A{^Ý`mg go Amn Š`m g_PVo h¢ ? CZ {gÕm§Vm| 
H$s MMm© H$s{OE {OZ na H$m`m©b` A{^Ý`mg AmYm[aV 
hmoZm Mm{hE & 2+8 

5. AmYw{ZH$ g§JR>Zm| Ûmam AnZo H$_©Mm[a`m| H$mo Xr OmZo dmbr 

{d{^Þ H$_©Mmar H$ë`mU gw{dYmAmo§ H$s ì`m»`m H$s{OE & 10 
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6. ‘àmW{_H$ Am±H$‹S>o’ VWm ‘{ÛVr`H$ Am±H$‹S>o’ H$s g§H$ënZmAm| 

H$s ì`m»`m H$s{OE & Am±H$‹S>m| Ho$ OrdZ MH«$ H$s {d{^Þ 

AdñWmAm| (stages) H$s MMm© H$s{OE &  4+6  

7. {ZåZ{b{IV H$WZm| na g§jon _| {Q>ßn{U`m± H$s{OE : 5+5 

(H$) {d^mJrH$aU H$m`m©b` à~§YZ H$s EH$ _hÎdnyU© 
à{H«$`m h¡ & 

(I) EH$ AmYw{ZH$ H$m`m©b` H$mo AŠga bmoJm| Am¡a 
ì`dgm` H$s g§ñH¥${V Ho$ gmW-gmW gm¢X`©emñÌ Ûmam 
^r n[a^m{fV {H$`m OmVm h¡ & 

8. {ZåZ{b{IV _| go {H$Ýht Xmo  na g§{jßV {Q>ßn{U`m±  

{b{IE : 5+5 

(H$) H$m`m©b` ñQ>oeZar 

(I) {b{IV g§àofU 

(J) [aH$m°S>© ì`dñWm (à~§YZ) 

9. {ZåZ{b{IV _| A§Va ñnï> H$s{OE : 5+5 

(H$) Iwbm H$m`m©b` Am¡a {ZOr H$m`m©b` 

(I) H$m`m©b` H$m H|$ÐrH$aU Am¡a {dH|$ÐrH$aU  


