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SECOND SEMESTER (SCHEME-2012)
MODERN OFFICE MANAGEMENT

OFFICEMANAGEMENT
Time : Three Hours Maximum Marks : 100
Note : (i) Attempt All questions.
weft wel & Tue o |
(11) All questions carry equal marks.
efi usAl & 3 9 2

(iii) Incase of any doubt or dispute, the English
version question should be treated as final.
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1. Explain the concept of office management and
discuss the importance of office management. 20
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State the principles of office organisation.
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2. Describe the factors affecting the selection of office
accommodation. 20
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Define office layout. Why is office layout important?
FEieE T H THATE | FEE A b Tyl
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3. What is meant by office system? Describe the

characteristics of a sound office system. 20
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OR / d4d1

Write short notes on the following.

a) Office routine

b) Office system
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Frafaiaa w feoqofiat @R | : Write short notes on.the following.
- a) Advantages of office mechanical devices
A) Frate e ) g

b) Disadvantages of office mechanical devices
Frfetiad W fewoimEr i |
4. What do you understand by good filing system? ) FEeE =% [ & @

Describe the qualities of a good filing system. 20 a) ¢ A

q) FEied ggiaal
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OR /3
What do you understand by Indexing? Describe its
different methods.
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5. What do you understand by labour saving device?
Describe any such five labour saving devices. 20
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