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BACHELOR’S DEGREE PROGRAMME

Term-End Examination
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(APPLICATION ORIENTED COURSE)

AOM-1 : OFFICE ORGANIZATION AND
MANAGEMENT

Time : 2 hours Maximum Marks : 50

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

1. (a) What are the functions of an Office 5,5
Manager-?
(b) Explain the qualifications and status an
office manager.

2. Define ‘flow of work’ and discuss the difficulties 2, 8
that hinder the smooth flow of work in an office.

3. Discuss the advantages and limitations of 6, 4
computerisation of office operations.

4. Differentiate between open office and private 2,4,4
office. What are the advantages and limitations
of an open office ?
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5. State the meaning and objectives of indexing. 5,5
Describe any two methods of indexing.

6.  Briefly explain the principles of purchasing office 5,5
stationary. What steps you will take to control
the misuse of office stationary ?

7. Explain the importance of office communication. 5,5
Briefly describe the forms of written
communication with the external parties.

8. Briefly explain the meaning and advantages of 6,4
work simplification. Also mention the factors to
be taken into account for work simplification.

9. Write short notes on any two of the following: 5, 5
(@) Qualities of an Office Supervisor
(b)  Ultility of office forms
(c) Centralized mail service

(d) Distinction between data and
informations
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TIm.-1

& AN HFEAFA
FATa qren
A, 2012
( TTEHAS UTGAEH )
TINTA-1 : HEAT B AR vay
qEg ;2 g 3Ifywan AF : 50
T : e uwia g9 & I faf@a
gt gv A & Ik AT &I

1. (a) @ FECE @S FFAEEE? A HTC 5,5
(b) TH FHEGE FauF & Aqrgman wa feafa =t
AT HIfWT |

2. ‘wFrd-yam’ = ity dfSU 9w 59 o =1 2, 8
faa=a sifst s = & fraly yaw o woEe I
ETcifA

3. FETE & HE § IR & a9 T@ @A H 6, 4
TRl HIfST |

4. ‘TenwEias’ qun ' et FEied’ ¥ SR aany ) g 2,4,4
FHETE & T T& ST &1 Seoig Hifag |
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5. gwHive & a1d @ e & =mem sifau
IRt F1 frdl Q vgfaal =1 Iuiv wifsw)

6. TRIGY RIFU T ¥ fogidl = €99 ¥ =men
FINL Ryl & rEm ® FEfe +9 ¥
39 T HSH 33N ?

7. HEEE SN % HEvd HI TS ST | Sred At
* Wy fafaa I9vw F fafim wui &1 97 ifsw)

8. M & GIAIHW & Jd qun i ) Wy F suven
FHIVT & 1 TR FQ G99 fF57 a6 5
2 o @A =g ?

9. Trfefad § @ fref ghw dfera feofiral fafan -
(a) wFrtad vHags & fau smeaws
(b)’ FTied I ®t ST
(c) FHIFd STk Fam
(d) %S a IO H TN
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