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APPLICATION ORIENTED COURSE 

AOM-1 : OFFICE ORGANIZATION AND 

MANAGEMENT 

Time : 2 Hours     Maximum Marks : 50 

Weightage : 70% 

Note : (i) Attempt any five questions. 

 (ii) All questions carry equal marks.  

1. What is meant by office organization ? Explain 

the principles of office organization. 4+6 

2. Define communication. Discuss importance of 

office communication. 2+8 

3. Explain the advantages and limitations of 

computerization. 10 
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4. What do you mean by standardization of 

stationery ? Explain its advantages. 4+6 

5. Briefly explain the concept of work 

simplification. Write down the advantages of 

work simplification. 5+5   

6. Write short notes on any two of the following : 

5+5 

 (a) Office committees 

 (b) Decentralized stationery purchase system 

 (c) Data processing  

7. What do you mean by centralization of mail 

service ? What are its advantages and 

disadvantages ?  10 
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