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Instructions to the candidates:

1) Question. No. 1 and 8 are compulsory.

2) Answer any three questions from Q. No.2 to Q. No. 7.

3) Figures to the right indicate full marks.

Q1) A) Fillup the blanks: [7]
) An 1s an administrative centre of business.
11) i1s a group of people who are co-operating under the
direction of leadership for the accomplishment of a common end.
111) means converting hard copy or Non-digital, records
into digital formats.
1v) 1s a way of work which moves from one employee to
another and one department to another.
V) is an important segment of modern business.
Vi) is a task of planning, co-ordinating, motivating the efforts
of employees towards the specific objectives.
vii) management is a crucial aspect of survival for any
company.
B) = True or false : [7]

1) . Office is an information centre.

i) Line organisation is the oldest and most common type of
organisation.

i) Record keeping is not a function of modern office.

iv) Office manuals to keep upto date is often a difficult Job.

v) The office layout is an important aspect of office management.
vi) Committee organisation is useful for organisation.

vi) Untrained staff is difficulties in flow of work.
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02) a)
b)

03) a)
b)

04) a)
b)

05) a)
b)

006) 2)
b)

Q7) a)
b)

State the importance of modern office.
Explain the characteristics of modern office.

State the principles of office layout.

Explain the factors affecting office location.

State the principles of office organisation.

Explain the types of office organisation.

State the aims of scientific office management.

Explain the steps for installation of scientific office management.

State the objectives of records management.

Explain the advantages of Digitalisation of Records.

State the characteristics of office work.

Explain the difficulties in flow of work.

08) Write short Notes (Any Two)

a)
b)
c)
d)

Importance of office environment.
Functions of office management.
Digitalisation of Records.

Characteristics of flow of work.
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