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BACHELOR'S DEGREE PROGRAMME 

Term-End Examination 
O 

December, 2011 
7r. 
O (APPLICATION ORIENTED COURSE) 

AOM-1 : OFFICE ORGANIZATION AND 
MANAGEMENT 

Time : 2 hours 	 Maximum Marks : 50 

Note : Answer any five questions. All questions carry equal 
marks. 

1. What is an office ? What are the functions of a 2, 8 
modern office ? 

2. Mention any five objectives of filing and explain 5, 5 
the working of vertical filing system. 

3. What do you mean by office layout ? Discuss the 2, 8 
principles on which layout of an office should be 
based. 

4. Explain the procedure that should be followed for 10 
the efficient handling of inward mail in an office. 
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5. Define work measurement and explain the 2, 8 
techniques of work measurement. 

6. Explain the staff welfare benefits offered by 	10 
modern organisations to their staff. 

7. Discuss the advantages and limitations of 6, 4 
mechanisation of office operations. 

8. Explain the concepts of 'primary data' and 4, 6 
'secondary data'. What are the stages in data life 
cycle ? 

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

(a) Form control 

(b) Office systems and procedures 

(c) Open office vs. Private office 

(d) Departmentation of office 
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