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BACHELOR'S DEGREE PROGRAMME 

Term-End Examination 

c\1 
	 December, 2017 

O (APPLICATION ORIENTED COURSE) 

AOM-001 : OFFICE ORGANIZATION AND 
MANAGEMENT 

Time : 2 hours 	 Maximum Marks : 50 
Weightage : 70% 

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

1. Differentiate between centralisation and 5+5 
decentralisation of office services. State the merits 
of each of them. 

2. Explain the factors one should keep in mind while 10 
selecting the site for the office location. 

3. Discuss the essentials of a good filing system in a 10 
modern office. 

4. Differentiate between inward mail and outward 2+8 
mail. Explain the stages in the despatch of 
outward mail. 

5. "Mechanisation of a modern office is necessary 10 
to improve work efficiency and reduce the office 
costs". Comment on the statement with suitable 
examples. 
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6. State five advantages and five disadvantages of 5+5 
computerisation of modern office work. 

7. You are the purchasing department head in a big 10 
office. Explain different methods available to you 
for purchasing office stationery. 

8. What are the uses of office forms ? Explain any 
five factors you will keep in mind while designing 
office forms. 	 21/2+71/2 

9. Write short notes on any two of the following : 5+5 
(a) Importance of office work measurement 
(b) Organisation and Methods (0 and M) 
(c) Guiding factors for effective communication 
(d) Safety and security requirements for office 
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