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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. (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 
(a) Qualities of an Office Supervisor 

(b) Ultility of office forms 

(c) Centralized mail service 

(d) Distinction 	between data and 
informations 
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