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Aferddd b : 30
Maximum Marks: 30

Note: Long Answer Questions. Answer should be given in 800 to 1000 words each.
Answer all questions. All questions are compulsory.

Section- A
Y uis—3
JAferdad 3w : 18
Maximum Marks: 18

1. What do you mean by office management? What are the elements of office
management?
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Or

“An office may be regarded as a place where control mechanism for an
organization 18 located.” Comment and describe the importance of a modern
business office.
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Ho W fewell HIY dor UF AYFe Aa|ie Ay $ Hewa BT quiH

HIfTT |

Or
What do you understand by effective management of a modern office?
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2. Discuss the advantages and disadvantages of locating office in a suburban area
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Or
What do you understand by the term record management? What are the essentials
of an efficient system of record management?
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Or
Explain in detail the indexed sequential file organization technique.
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3. Daiscuss the nature and importance of mail service.
S1F a1 B UHA U 75w B Fal PN |
Or
Describe the modern system of purchase of stationary in the office.
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Or
Describe the necessary equipments and machines of a modermn office.
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Section- B
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Jferpad b - 12
Maximum Marks: 12
Note: Short Answer Questions. Answer should be given 1n 200 to 300 words each.

Answer all questions. All questions are compulsory.

4. Distinguish between primary and secondary data.
A ud facdias dHel # 3R wIfo |
Or

What 1s effective communication? Discuss the external and internal
communication.
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Or

Why the storage and control of stationary 1s important in a good office
organization?
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5. What are the objectives of office mechanization
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Or

What do you mean by personnel relation? Explain its importance 1n the office.
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Or
What are the necessary qualifications and abilities required in a office supervisor?
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6. Describe the importance of managing stationery.
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Or
Explain and 1llustrate the principles of office organization
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Or
Why 1s the use of a computer important in office management?
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7. What are the advantages of using forms?
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Or
What do you mean by office location? What consideration will guide up 1n
selecting a suitable location for office?

BRI ¥l W AMYBT &7 3T 1 27 U IUYdd Hraleld el BT g1 Heedl
Y 3y fda—fd= aral of ear9 § wd?

Or
Maintenance of records in office organization 1s very important, describe.
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8. Explain the factors of effective supervision.
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Or
Write short note on Horizontal and vertical filing system
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Or
Write short notes on Filling System.

BIScT B bl uTTell R Gfere fewoft ford |

9. Explain the techniques used for work measurement.
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Or
Write short note on Office mechamization
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Or
Write short notes on important forms of office organization
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