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© AOM-1: OFFICE ORGANIZATION AND
MANAGEMENT

Time : 2 hours Maximum Marks : 50

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

1.  Explain the meaning of Office Layout. Discuss 3+7
the principles of Office Layout.

2. Explain methods of purchasing office stationery. 6+4
Which method should be preferred and why ?

4

3.  Explain and distinguish between ‘Horizontal’and 10
‘Vertical’ methods of filing.

4. Define the terms “Data” and “Information”. 446
Describe their importance in modern organisation.
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5. (a) Describe the advantages and limitations of
use of computers in a modern office

(b) Explain the concept of time study.

6.  What do you mean by internal communication ?
Explain briefly the characteristics of a good
internal communication system.

7. What is work measurement and standardisation ?
Briefly explain different methods of setting
standards.

8.  Distinguish between any two of the following.
(a) Primary and Secondary data.
(b) Office system and Office procedure.
() Organization and Method (O & M).

9.  Write short notes on any two of the following :
(a) Organization chart.
(b) Data Life Cycle.
(c) Frankling machine.
(d) Record keeping;
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5. (a) 3MYFTF FEAGE H PR & T4 & A1 iR
et 1 faad=m SIS
(b) A AT Tl Hehedl H U HifT

6. AR WU Y AT T T § 2. TH AY s=<aw
Howor gonett w1 ferdraaretl @ Haw T s SR

7.  hE % U9 3R A 1§ ? 9E i w3
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8. frafafaa & foedl & # sim samw :
(a) Witk @ fidfias oS
(b) HrEicE YUl iR FrRiea w1 fafy
(c) HTSA IR vgfd (O & M)

9. frafafaa # & frdl @ W femfomt fafad
(@) WIS F AR
(b)  SHST S =k
(c) e weia
(d) R=E @
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