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BACHELOR’S DEGREE PROGRAMME

l\g Term-End Examination
&) December, 2013
@)

o (APPLICATION ORIENTED COURSE)
AOM-1 : OFFICE ORGANIZATION AND
MANAGEMENT
Time : 2 hours Maximum Marks : 50

Weightage : 70%

Note : Answer any five questions.

All questions carry ef]ual marks.

“ An office is to a business, what the main spring 1q
is to a watch”. In the light of this statement,
explain the role of office in modern business.

Differentiate between open office and private
office. Briefly explain any three advantages and
any three disadvantages of an open office. 4,3,3

Define work simplification and explain any two 2,8
methods of work simplification.

Briefly explain the functions and qualities of an 5,5
office supervisor.

Define filing. What are the essentials of a good 2, 8
filing system ? Explain.
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6.  What is meant by office mechanisation ? Briefly 2 g
explain the advantages and limitations of
computerisation of office work .

7.  Explain the procedure that should be followed for 10
efficient handling of inward mail in an office.

8.  State the principles that should be kept in mind 5, 5
while purchasing office stationery. What steps
should be taken for regulating the misuse of
stationery.

9.  Write short notes on any two of the following: 5,5
(a) Office systems and procedures
(b) E - mail
(c) Interior decoration in an office
(d) Staff welfare

AOM-1 2



T.3U.-1

TATaeh ST ShTdehH
| UAer
fewmar, 2013
(FATEeTE TTGIHH )
TINTH.-1 : AT e AT qae
T : 2 qUS 3TfeRaH 3% : 50

FT H : 70%
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1. ''U% FHed Fa9d # fau 98w war & Sife 10
e Tt o & fau aar 17 39 %99 & Y
H Y HaEE & fau FEied & Tee & AT
It |

2. G FEEd qun et wEiea ¥ 98 S T g
FAET & FIs G dF oY qen fH= o e &
Teq o AT HIfT | 4,33

3. S GICEHIOT hI YR HISC, 1 FE Geftwor 2 8
i fhr=l QI Tgfaal 1 AT HifaT |

4. UF SEGF THa&H & HE a1 3°H 00 w1 @eq F 5,5
RAT HITT |
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5.  EfET F IR FIfEU | TH IS HEfET yunet & 2, 8
YT dcd FI1 8 7 AT hifely | '

6. HAE F TIHIHW & 1 qc9d €27 FEAGE F 2, 8
F & FHSOR & A Td GHISA H g49 §
AT I |

7. U& ®AGE H A@F ST &1 FI@ FILq & fau 10
STYARA S aTelt HATIY St ST HiT |

8. A VYN FH HI FQ AT &H H W@ 9H 5,
fagidl &1 3eer@ HifST | Rl & gegar 1 ffa
FH F foIw 31 FgH I3MW TH AMET 7 TIL HITST |

Q1

9. Trfafad & ¥ foadl <t w dftra fewfori fafaw: 5, 5
(a) wHETEE Fonfera qe et
(b) 3-7A
(c) U &Mied H s geiee
(d) FHHER FHeam
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