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IA0M-0011  

In BACHELOR'S DEGREE PROGRAMME 
Term-End Examination 

June, 2018 

(APPLICATION ORIENTED COURSE) 

AOM-001 : OFFICE ORGANIZATION AND 
MANAGEMENT 

Time : 2 hours 	 Maximum Marks : 50 

Weightage : 70% 

Note : Answer any five questions. All questions carry equal 

marks. 

1. "Office systems, procedures, methods and 10 
routines are interchangeable terms." Do you 
agree with this statement ? Give justification. 

2. What is office lay-out ? Explain the guiding 3+7 
principles in the designing of a good office layout. 

3. Distinguish between data and information. State 5+5 
the four methods of collecting primary data. 

4. Discuss various factors which determine the office 10 
mechanisation. 

5. "Centralised purchase of office stationary is 10 
always a better option than decentralised 
purchase." Do you agree with the statement ? 
Give reasons in support of your answer. 
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6. Discuss the factors to be kept in mind for proper 10 
storage of office stationery. 

7. Explain the characteristics of a good internal 10 
communication system with examples. 

8. Differentiate between centralisation and 
decentralisation of mail services. Explain their 
relative advantages and disadvantages. 	2+4+4 

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

(a) Benefits of standardisation of office work 

(b) Office committees 

(c) Work simplification 

(d) Qualities of a good office supervisor 
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