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AOM-1 : OFFICE ORGANIZATION AND
MANAGEMENT

Time : 2 hours Maximum Marks : 50

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

1. “The office in the nerve centre of Business”. In 10

the light of this statement, discuss the role of

modern office.

2. What are the advantages of using forms in office 4, 6
work ? Explain briefly the principles to be kept in

view while designing office forms.

3. Explain the concept of centralised
correspondence. State the advantages and
disadvantages of centralled correspondence. 2+4+4

4.  Differentiate between open office and private 4, 6
office. What are the advantages of an open office
over private office ?
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Define the terms “Data” and ‘Information’.
Describe their importance in modern

organisation.

(a) Explain the concept of time study.

(b) Discuss work measurement and

standardisation.

Distinguish between any two of the following :

(a) Organisation and Method
(b) Hardware and Software

(c) Office System and Office Procedure

Write short notes on any two of the following :

(a) Staff Welfare Measures
(b)  Visible Card Index
(c) Flow Process Chart
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TITH. 1

e UM wrEAwH
LEICER LIt ]
fearaw, 2012
( TR UTGHhH )
TIN.TA-1 : HEATED GIB3T i gaer
qHg ;2 U2 SiféHaa 3% : 50

FT:  fordl gia g & 3¢ feflaw ) g9t g9 & S7 garT &1

1. ‘'wEiad e w1 AE 9 81 39w & ged 10
H ayfieh wrafers & fdet F aui wifee )

2. FieE F FR & fod el F @M F F A R? 4, 6
HEEE HE ® TR 990 G99 T fagral =)
2 | W@ a7 Ga9 § st Sifeg |

3. '&died U HERR’ GheUdl i SRS SIS | 39 F
Y qAT FET BT o™ Hifeg | 2+4+4

4. G FHEiE qu Ff FEfed ¥ SR O T o4, 6
frsft wrafera & gaee o gt Frafed & o 7
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5. ‘el SR gE veal i ufuT w4, 6
Ti2q W Tk Hec i ATl Hifs |

6. (a) UHI JATT HI HheUAl Hl HARAT HifT | 55
(b) T ST WY G WH RO 1 e Sifsd |

7. frafafed § 9 fal o A Sa Fargd - 55
(a) HTSA a1 YgHd (O and M)
(b) BTSSR TAT AR
(c) HETAd YUIE qe wried &1 fafy

8. frafafad ¥ 9 gl gt W dfww fewfomi fafe : 5,5

(a) HHA FHeam glaemd

(b) TRA HE IhHIHH

(c) aTE Tishan =

AOM-1 4



	Page 1
	Page 2
	Page 3
	Page 4

