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BACHELOR’S DEGREE PROGRAMME
(BDP)
Term-End Examination
June, 2020
AOM-001 : OFFICE ORGANIZATION AND
MANAGEMENT

Time : 2 Hours Maximum Marks : 50

Note : Answer any five questions. All questions

carry equal marks.

1. Discuss the various functions of a modern

office, with suitable examples. 10

2. Why is disposal of office files or records
necessary ? What are . the = important
considerations to. be kept in mind before the

| disposal of files and records ? 55

3. As the office manager, you are planning to
' mechanize your office. Discuss various factors
you should keep in mind while deciding on

office mechanisation. ° 10
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“Work standardization is essential in the office

management.” Discuss with suitable examples.

10

As a office manager, discuss various measures
you with adopt to regulate consumption and

misuse of office stationery. 10

What do you understand by staff welfare ?
State  important staff welfare measures

implemented in a modern office. 2,8

Outline the stages for handling inward mail as

well as outward mail. 5 6

Write short notes on the following : 5 each

(a) Principles governing selection of office

furniture
(b) Data life cycle
Distinguish between the following : 5 each
(a) Open office and Private office

(b) Data and Information
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