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BACHELOR’S DEGREE PROGRAMME
Term-End Exa.mination

OE954 June, 2019

(APPLICATION ORIENTED COURSE)

AOM-001 : OFFICE ORGANIZATION AND
MANAGEMENT

Time : 2 hours . Maximum Mqus : 50
(Weightage : 70%)

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

1. “Indexing is an integral part of filing and records

management.” Discuss. 10

- 2. Explain the concept of  centralized
correspondence. Also state the advantages and
disadvantages of centralized correspondence.  4+3+3

3. (a) ‘Oral communication ensures speedy action
in the office.” Comment.

(b)  Explain the characteristics of a good
internal communication system. 5+5
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4, What is ‘work simplification’ ? What are the
factors to be considered in connection with work

simplification programme in an office ? 3+7

5. Discuss the advantages of using forms. State the
principles that are to be followed while designing

office forms. 347

6. Explain in brief the relative advantages and

disadvantages of computerization of office work. 5+5

7. What do you mean by ‘office supervision’ ?
Explain the role of an office supervisor in

achieving good human relations. 3+7

8. Write short notes on the following : 5+5
(a) Circular

(b) Standardization

9, Distinguish between : 5+5
(a) Primary Data and Secondary Data
(b) Open Office and Private Office
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