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Time : 2 Hours Maximum Marks : 50

Note : (i) Answer any five questions.

(it) All questions carry equal marks.

1. What is office management ? Explain the

functions of office management. 4+6

2. Explain the concept of office layout. Discuss the

principles of office layout. 4+6

3. What is meant by filing ? Explain the essentials
of good filing system. 3+7

4. Write short notes on any two of the following :
5+5

(a) Departmental Mail Services

P.T.O.
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(b) Centralisation

(¢) Vertical Communication

(d) Circular

Discuss the advantages and disadvantages of

office mechanization. 5+5

Explain the working of telefax. What are its

advantages ? 3+7

Explain various office items and stationery

used in modern office. 10

What is form designing ? Explain factors

affecting form designing. 4+6

What do you understand by office supervision ?
Explain its significance in modern office

management. 4+6

What do you understand by staff welfare ?

Explain various measures of staff welfare. 3+7
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