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BACHELOR’S DEGREE PROGRAMME
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(]

(APPLICATION ORIENTED COURSE)
AOM-1 : OFFICE ORGANIZATION AND
MANAGEMENT
Time : 2 hours Maximum Marks : 50

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

1.  What do you mean by flow of work ? State the 3+7
problems that come in the way of an ideal flow of
work in an office.

2.  Briefly explain the duties and responsibilities of 10
the office supervisor.

3. What is record management ? Discuss the 347
functions of record management.

4. Explain the importance of staff welfare and 5+5
discuss any two welfare benefits.
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5. (a) ‘Oral communication ensures speedy action
in the office’” comment.

(b) Explain briefly important methods of cost
reduction in an office.

6. “Handling outward mail is more complex them
handling inward” why ? State the steps involved
in the dispatch of the outward mail.

7.  Discuss briefly the merits of the various methods
of classification of office files.

8.  Distinguish between any two of the following :
(a) Alphabetical filing and Numerical filing.
(b) Computer Hardware and software.

(¢) Data and Information.

9.  Write short notes on any two of the following :
(a) E-mail
(b) Flow process chart
(c) Work simplification

(d) Storage and control of stationery
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(a) Hifgs v FEfea § d9 FRAE AR 545
wa g1 feuroh Fifsw)

(b) TF FEEE | AR TW H fm<l @ Heqol
fafat =t =men FifeT|

TR ST SHEEYT, 3Tk Sl ke 4 sy wifed 10
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frafafaa § ¥ gl gt § =R sasu 5+5
(a) SUTHIET G €& & STUR W ERAT
(b) FFHR TESAW 3R AR

(c) 3TihS T T
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(b) W HfshAl =T

(c) 1 TEHH

(d) WIF = HerRw R Fra=m
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