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I nstructions to the candidates:
1) Question No.wl and 8 are compulsory.
2) Anpswé any three questions from question No. 2 to 7.
3) Figufes tothe right indicate full marks.

Q1) A) Filbuptheblanks. [7]
) An IS a place where htisiness is transacted and
professional services are rendered.
1)) Is a surround areund-the employees working in an
organisation.
i) Isthe systeméti c arrangement of people working together
towards a commori purpose,
V) isatas<'of planning, co-ordinating, motivating the efforts
of employees towards:the specific objectives.
V) means conyeiting hard-copy or non-digital records Mto
digital format.
Vi) Is aprinted piece of paper or cardboard used to’collect
and transmit information.
vii) is a way of work which moves fram:ene employee to
another and one department to another.
B) Trueor False. [7]

)  AnOfficeisan administrative center oibusiness:

i)  An office location is an arrangement of equipments within the
availablefloor space.

i) Line organisation is the oldest’andynost common type of
organisation.
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IV) Record keeping is not a function of modern office.

v)  Clarity of information isan important objective of designing office
form.

vi) Office manual does not.contain printed instructions.
vii)  Officework isprimarily concerned with the records of the enterprise.

Q2) @ Statethe charasteristics of modern office. [4]
b) Explain theunctions of modern office. [10]
Q3) @ Statethe factors affecting office location. [7]
b) Explainthe principlesof officelocation. [7]
Q4) @ Statetheimportance of office organisation. [4]
b) Explainthe principlesof office orgahisation: [10]
Q5) @ Statethetechniquesof scientific officemanagement. [7]
b) Explainthestepsfor installation of.sCientific office management.  [7]
Q6) @ Statethe significance aFfecords management. [4]
b) Explainthe objectivesof records management. [10]
Q7) @  Statethe problemsir,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) Advantagesof digitalisation of records:
d) Characteristics of office work.
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