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Instructions to the candidates:

1) Question No. 1 and 8 are compulsory.
2) Answer any three questions from question No. 2 to 7.
3) Figures to the right indicate full marks.

P2844

Q1) A) Fill up the blanks. [7]
i) An _________ is a place where business is transacted and

professional services are rendered.
ii) ________ is a surround around the employees working in an

organisation.
iii) ________ is the systematic arrangement of people working together

towards a common purpose.
iv) _________ is a task of planning, co-ordinating, motivating the efforts

of employees towards the specific objectives.
v) ______ means converting hard-copy or non-digital records into

digital format.
vi) ________ is a printed piece of paper or cardboard used to collect

and transmit information.
vii) ______ is a way of work which moves from one employee to

another and one department to another.
B) True or False. [7]

i) An Office is an administrative center of business.
ii) An office location is an arrangement of equipments within the

available floor space.
iii) Line organisation is the oldest and most common type of

organisation.
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iv) Record keeping is not a function of modern office.
v) Clarity of information is an important objective of designing office

form.
vi) Office manual does not contain printed instructions.
vii) Office work is primarily concerned with the records of the enterprise.

Q2) a) State the characteristics of modern office. [4]
b) Explain the functions of modern office. [10]

Q3) a) State the factors affecting office location. [7]
b) Explain the principles of office location. [7]

Q4) a) State the importance of office organisation. [4]
b) Explain the principles of office organisation. [10]

Q5) a) State the techniques of scientific office management. [7]
b) Explain the steps for installation of scientific office management. [7]

Q6) a) State the significance of records management. [4]
b) Explain the objectives of records management. [10]

Q7) a) State the problems in Smooth flow of work. [7]
b) Explain the suggestions for smooth flow of work. [7]

Q8) Write short notes (any two) : [14]
a) Importance of office environment.
b) Committee organisation.
c) Advantages of digitalisation of records.
d) Characteristics of office work.
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(_amR>r ê$nm§Va)
doi : 3 Vmg]                      [EHy$U JwU : 70
gyMZm :- 1) àíZ H«$. 1 Am{U àíZ H«$.  8 Amdí¶H$ AmhoV.

2) àíZ H«$. 2 Vo 7 ¶mn¡H$s H$moUVohr VrZ àíZ gmoS>dm.
3) COdrH$S>rb A§H$ àíZm§Mo nyU© JwU Xe©{dVmV.
4) g§X^m©gmR>r ‘wi B§J«Or àíZ n{ÌH$m nhmdr.

P2844

àíZ 1) A) [aH$må¶m OmJm ^am. [7]
i) Á¶m {R>H$mUr ì¶mdgm{¶H$ H$m¶©nmanmS>br OmVmV Am{U ì¶mdgm{¶H$ godm {Xë¶m

OmVmV Ë¶m {R>H$mUmg .......... åhUVmV.
ii) g§KQ>Zo‘Ü¶o H$m‘ H$aUmè¶m H$‘©Mmè¶m§À¶m g^modVmbÀ¶m dmVmdaUmg ........ åhUVmV.
iii) gm‘w{hH$ CX²XoemZo H$m‘H$aUmè¶m bmoH$m§À¶m gwÌ~ÜX Ho$boë¶m aMZobm ..... åhUVmV.

iv) {d{eð> CX²Xoem§À¶m {XeoZo H$‘©Mmè¶m§À¶m à¶ËZm§Mo {Z¶moOZ g‘Ýd¶ Am{U g§àoaU
H$aÊ¶mMr H¥$Vr åhUOoM ........... hmo¶.

v) hmS>© H$m°nr ‘Yrb ‘mhrVr {S>{OQ>b ñdê$nmV ê$nm§V[aV H$aÊ¶mÀ¶m n«{H«$¶og ....
åhUVmV.

vi) ‘m{hVr Jmoim H$aUo Am{U nmR>{dÊ¶mgmR>r dmnaë¶m OmUmè¶m N>mnrb H$mJXmg
......... åhUVmV.

vii) EH$m H$‘©Mmè¶mH$S>yZ Xþgè¶m H$‘©Mmè¶mH$S>o, EH$m {d^mJmH$Sy>Z Xþgè¶m {d^mJmH$S>o
H$m¶m©Mm Omo AmoK dmhV AgVmo Ë¶mbm ......... Ago åhUVmV.

~) MwH$ H$s ~amo~a {bhm. [7]

i) H$m¶m©b¶ ho ì¶dgm¶mMo àemgH$s¶ H|$Ð Amho.
ii) CnbãY OmJoV H$m¶m©b¶rZ gmYZo d CnH$aUo ¶m§Mr Ho$bobr gw¶mo½¶ ‘m§S>Ur åhUOo

H$m¶m©b¶ ñWmZ{ZpíMVr hmo¶.
iii) aoIm g§KQ>Z hm g§KQ>ZoMm OwZm d gd©gm‘mÝ¶ àH$ma Amho.
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iv) ‘m{hVrMo OVZ ho AmYw{ZH$ H$m¶m©b¶mMo H$m¶© Zmhr.

v) ‘m{hVrMr ñnï>Vm ho H$m¶m©b¶rZ ànÌ V¶ma H$aÊ¶mMo ‘hËdmMo C{X²Xï> Amho.

vi) H$m¶m©b¶ ‘m{hVr nwpñVHo$V N>m{nb gyMZm§Mm g‘mdoe ZgVmo.

vii) H$m¶m©b¶ H$m‘H$mO ho àm‘w»¶mZo ì¶dgm¶ g§ñWoÀ¶m XâVamer g§~§{YV AgVo.

àíZ 2) A) AmYw{ZH$ H$m¶m©b¶mMr d¡{eï>ço {bhm. [4]
~) AmYw{ZH$ H$m¶m©b¶mMr H$m¶} ñnï> H$am. [10]

àíZ 3) A) H$m¶m©b¶mÀ¶m ñWmZ{ZpíMVrda n[aUm‘ H$aUmao KQ>H$ {bhm. [7]
~) H$m¶m©b¶mÀ¶m ñWmZ{ZpíMVrMm VËdo ñnï> H$am. [7]

àíZ 4) A) H$m¶m©b¶ g§KQ>ZoMo ‘hËd {bhm. [4]
~) H$m¶m©b¶ g§KQ>ZoMr VËdo ñnï> {bhm. [10]

àíZ 5) A) emór¶ H$m¶m©b¶ ì¶dñWmnZmMr V§Ìo ñnï> H$am. [7]
~) emór¶ H$m¶m©b¶ ì¶dñWmnZ ñWmnZ H$aÊ¶mVrb Q>ßno ñnï> H$am. [7]

àíZ 6) A) XâVa ì¶dñWmnZmMo ‘hËd {bhm. [4]
~) XâVa ì¶dñWmnZmMr C{X²Xï>ço ñnï> H$am. [10]

àíZ 7) A) gwairV H$m¶©àdmhmVrb g‘ñ¶m {bhm. [7]
~) gwairV H$m¶©àdmhmgmR>rÀ¶m Cnm¶¶moOZm ñnï> H$am. [10]

àíZ 8) WmoS>³¶mV {Q>nm {bhm. (H$moUË¶mhr XmoZ) [14]
A) H$m¶m©b¶ n¶m©daUmMo ‘hËd

~) g{‘Vr g§KQ>Z

H$) XâVamÀ¶m {S>{OQ>bm¶goeZMo ’$m¶Xo

S>) H$m¶m©b¶rZ H$m‘H$mOmMr d¡{eï>ço
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