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4. Differentiate between open office and private

No. of Printed Pages : 6 AOM-1
office. What are the advantages of an open
BACHELOR’S DEGREE PROGRAMME office over the private office ? 5,5
(B. COM.) 5. Explain the objectives of indexing. What are the
Term-End Examination essentials of a good indexing ? 4,6

June, 2021
6. Briefly comment on any two of the following :
AOM-1 : OFFICE ORGANIZATION AND

MANAGEMENT 55
(1) A virtual office enables business to have

Time : 2 Hours Maximum Marks : 50

many of the benefits.

Note : Answer any five questions. All questions . ) ) ) )
(1) Flexible office space 1s a flexible
carry equal marks.

alternative to traditional office solution.

1. What do you mean by Internal (111) Office management involves the planning,

Communication ? Explain  briefly the i . i .
design, implementation of work in an
characteristics of a good communication

organization and its office.
system. 3,7

2. Define office management. Explain the function 7. Distinguish between any two of the following :

of an office manager. 3,7 5,5
3. Discuss the 1impact of noise 1in office (1) Primary data and secondary data

environment. What measures can be taken to (ii) Office and e-office

reduce this noise ? 5,5

(111) Formal and informal communication

P.T.O.
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8. Write short notes on any two of the following : AOM-1
5 each
@) Standardization TIaeh SUT hEIshA (&, oM. )
(i) Work measurement qta "Tﬁ'?ﬂT
(1i1) Office employee NI, 2021

T U1 : HEAT TBT 3T qeem

gHg ;2 gug fTHTH 3F ;50

Tz : =l gier 9o & S SIST 9 gvE &
3i% 99 <

1. STk TYU0 § 379 R GEs[ © 2 Th I
ATARes TYTU YOSl ki faviwareti ot Hew H

AT HIfT) 3, 7
2. HEGE Yad i GR ISW| HEAEd JauE
& FHE HI AR HifTT 3, 7

3. HET odeR W IRk Y9 i fod=e
FITT T OR F F9 FH & faw F=0 U=

AR ST GHd ® ? 55

P.T.O.
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4, Gell wEE Td e FEfem # SR SR 8. ffafea o ¥ fe=l g W dfea fewoh
fislt wEfe # g § Th G FEed & I Tl
H ¥ % ? 5 5 (i)  HMFhIHI

5. HWFUIEFI ® ddrsil  Ueh T3t (i) /™ |9A

SRR & 3NEvaeh el TN B B 2 4, 6

(iii) HEAT HHAN

6. fafafea & ¥ fo=l 3 W Hfa feooi

HIFT 5,5
() Uk STt HEid a9l i s oy
EEERCTGIS

(i) oHel HEEd M, IRERE  HEad
G 1 Teh o=ie faehed 2l

(i) FET Yaud o G 3R 39 FHEeE

T e, fesgd, & &1 swEfeaa wmhd
2l
7. freafafeas & 9 fo<f @7 d sTR sa=E ¢ 5, 5
() wuafHs owe wd fgdiasw iws
(i) e iR ¢-sifwa

(i) SN9=aier 3R STHT=e Ty AOM-1

P.T.O.



