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AOM-01 : OFFICE ORGANIZATION AND
MANAGEMENT
Time : 2 Hours Maximum Marks : 50

Note : (i) Answer any five questions.

(it) All questions carry equal marks.

1. “Office management is the techniques of
planning, organizing, coordinating and
controlling office activities with a view to
achieve business objectives and its concerned
with efficient and effective performance of the

office work.” Elucidate this statement. 10

P.T.O.
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Explain the objectives of indexing. What are the

essentials of good indexing ? 4, 6

What do you understand by ‘centralised’ mail
service ? Discuss the nature and importance of

mail service. 3,7

What 1is meant by Office Supervision ?
What are the qualities of an effective office

supervisor ? Discuss. 3,7

What is meant by centralised storage ? Discuss

1ts advantages and disadvantages. 3,7

What are the objectives of office work

measurement ? Discuss its advantages. 3,7

Briefly comment on the following statements :
5,5
(i) An official manual contains varieties of

information about the organisation, the

workplace, the work and the workers.
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(i1)) An good filing system should possess
different qualities such as simplicity,
economy, flexibility, safety, compactness,

accessibility etc.

8. Distinguish between the following : 5,5

(1) Formal and Informal Communication

(i1) Office and e-Office

P.T.O.
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