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BACHELOR’S DEGREE PROGRAMME
Term-End Examination
December, 2018

(APPLICATION ORIENTED COURSE)

AOM-001 : OFFICE ORGANIZATION AND

MANAGEMENT

Maximum Marks : 50

Weightage : 70%

Note : (i) Answer any five questions.

(ii) All questions carry equal marks.

Explain the basic principles of office organisation.

Discuss the advantages and drawbacks of
constructing own office building and to get a
building on rent.

Why is disposal of files or records considered
necessary ?  What are the important
considerations to be kept in view before disposal
of records ?

Differentiate between centralised and
decentralised office correspondence. What are
the advantages and disadvantages of

10

5+5

5+5

decentralised correspondence ? 4+3+3
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5.  Discuss various factors to be kept in mind while 10
deciding office mechanisation.

6. Distinguish between data and information with 5+5
appropriate examples. Also state the different
methods of collecting primary data.

7.  Explain various factors to be kept in mind for 10
effective supervision of office staff.

8. Differentiate between centralised and 5+5
decentralised purchase of stationery. State the
procedure involved in the purchase of office
stationery.

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

(@) Principles governing selection of office
furniture.

(b) Difference between horizontal and vertical
filing methods.

(c) Simplification of office work.

(d) Difference between computer hardware
and software.
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