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BACHELOR’S DEGREE PROGRAMME
Term-End Examination

February, 2021

(APPLICATION ORIENTED COURSE)
AOM-01 : OFFICE ORGANIZATION AND
MANAGEMENT

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

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

1. What is office layout ? State the principles you
will keep in mind while designing the office
layout. 248

2. What do you understand by Centralised mail
service ? What are its advantages and
disadvantages ? 2+44+4

3. “Computerisation of office work has some
disadvantages also.” Comment on this
statement. 10

4. What is work simplification ? Briefly discuss the
various factors to be considered while planning a
programme of work simplification. 248
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5. Discuss the various methods of purchasing
stationery @ and  their = advantages and

disadvantages. 10

6. As the office manager, discuss the various factors
you will keep in mind for effective supervision of
the office staff. 10

7. “Office communication must always be in the

written form.” Critically evaluate this statement. 10

8. Write short notes on the following : 5+5

(a) Characteristics of a good internal

communication system

(b) Standardisation of office stationery

9. Distinguish between the following : 5+5
(a) Horizontal filing and Vertical filing

(b) Centralisation and Decentralisation of office

services
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