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Q1) A) Fill up the blanks: [7]

i) An ________ is an administrative centre of business.

ii) ________ is a group of people who are co-operating under the
direction of leadership for the accomplishment of a common end.

iii) _________ means converting hard copy or Non-digital, records
into digital formats.

iv) _________ is 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]

i) Office is an information centre.

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

iii) 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.

vii) Untrained staff is difficulties in flow of work.
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Q2) a) State the importance of modern office. [4]
b) Explain the characteristics of modern office. [10]

Q3) a) State the principles of office layout. [7]

b) Explain the factors affecting office location. [7]

Q4) a) State the principles of office organisation. [4]

b) Explain the types of office organisation. [10]

Q5) a) State the aims of scientific office management. [7]

b) Explain the steps for installation of scientific office management. [7]

Q6) a) State the objectives of records management. [4]

b) Explain the advantages of Digitalisation of Records. [10]

Q7) a) State the characteristics of office work. [7]

b) Explain the difficulties in flow of work. [7]

Q8) Write short Notes (Any Two) [14]

a) Importance of office environment.

b) Functions of office management.

c) Digitalisation of Records.

d) Characteristics of flow of work.
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(‘amRr ê nm§Va)

doi : 2½ Vmg] [ EHy U JwU : 70

gyMZm …- 1) àíZ H« . 1 Am{U àíZ H« . 8 gmoS{dUo Amdí¶H AmhooV.
2) àíZ H« . 2 Vo 7 ¶mn¡H s H moUVohr 3 àíZ gmoSdm.
3) COdrH Srb A§H àíZm§Mo nyU© JwU Xe©{dVmV.
4) g§X^m©gmRr ‘wi B§J«Or àíZn{ÌH m nhmdr.
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à.à.à.à.à.1) A) [aH må¶m OmJm ^am. [7]

i) ........... ho àemgH s¶ ì¶dgm¶mMo H| Ð Amho.
ii) ............ åhUOo ì¶º sMm Agm g‘wXm¶ H s, Omo nwTmè¶mZo {Xboë¶m AmXoemZygma gm‘mÝ¶

C{Ôïm§À¶m nwV©VoH [aVm ghH m¶m©Zo à¶ËZ H aVmo.
iii) XñVEodOm§Mr Bbo³Q´ m{ZH nÕVrZo àV V¶ma H ê Z amIyZ R odÊ¶mg XñVEodOmMo ^m¡{VH

ñdê nmV ................... Ago åhUVmV.
iv) ........... Agm Agmdm H s, Á¶m‘wio H m¶© EH m {H« ¶oVyZ nwT À¶m {H« ¶oH S o, EH m

H ‘©Mmè¶mH SyZ Xþgè¶m H ‘©Mmè¶mH S o d {d^mJmVyZ nwTÀ¶m {d^mJmH S o gaH V amhrb.
v) ........... hm AmYw{ZH ì¶dgm¶mMm EH ‘hËdmMm {d^mJ Amho.
vi) H m¶m©b¶ H m‘H mOmMo {Z¶moOZ, {Z¶§ÌU, g‘Ýd¶ H ê Z g§KQZobm Ano{jV CÔoemH S o

KodyZ OmUo åhUOoM .............. hmo¶.
vii) ........... ‘°ZoO‘|Q hr H moUË¶mhr H§ nZrÀ¶m ApñVÎdmMr ‘hËdmMr ~m~ AgVo.

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

i) H m¶m©b¶ åhUOo ‘m{hVrMo H| Ð.
ii) aoIm g§KQZ hm g§KQZoMm OwZm d gd©gm‘mÝ¶ àH ma Amho.
iii) ‘m{hVrMo OVZ ho AmYw{ZH H m¶m©b¶mMo H m¶© Zmhr.
iv) ‘m{hVr nwpñVH m AÚmdV R odUo H RrU H m‘ Amho.
v) H m¶m©b¶rZ A§VJ©V aMZm H m¶m©b¶rZ ì¶dñWmnZmgmRr ‘hËdmMr Amho.
vi) g{‘Vr g§KQZ g§KQZogmRr Cn¶wº Amho.
vii) Aà{e{jV H ‘©Mmar H m¶©àdmhmVrb ASMUr AmhoV.
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à.à.à.à.à.2) A) AmYw{ZH H m¶m©b¶mMo ‘hËd ñnï H am. [4]

~) AmYw{ZH H m¶m©b¶mMr d¡{eï o gm§Jm. [10]

à.à.à.à.à.3) A) H m¶m©b¶ aMZoMo VËdo gm§Jm. [7]

~) H m¶m©b¶mÀ¶m ñWmZ{ZpíMVrda n[aUm‘ H aUmao KQH {bhm. [7]

à.à.à.à.à.4) A) H m¶m©b¶rZ g§KQZoMr VÎdo ñnï H am. [4]

~) H m¶m©b¶ g§KQZoMo àH ma ñnîQ H am. [10]

à.à.à.à.à.5) A) emñÌr¶ H m¶m©b¶rZ ì¶dñWmnZmMo CÔoe ñnï H am. [7]

~) emñÌr¶ H m¶m©b¶mVrb H m‘H mOàUmbr ñWmnZ H aÊ¶mVrb Qßno ñnï H am. [7]

à.à.à.à.à.6) A) Xáa ì¶dñWmnZmMr C{Ôï o ñnï H am. [4]

~) g§JUH mË‘H A§H sH aUmMo ’ m¶Xo ñnï H am. [10]

à.à.à.à.à.7) A) H m¶m©b¶rZ H m‘H mOmMo d¡{eï o gm§Jm. [7]

~) H m¶©àdmhmVrb ASMUr ñnï H am. [7]

à.à.à.à.à.8) {Qnm {bhm. (H moUVohr XmoZ) [14]

A) H m¶m©b¶ n¶m©daUmMo ‘hËd

~) H m¶m©b¶ ì¶dñWmnZmMr H m¶©

H ) g§JUH mË‘H A§H sH aU

S) H m¶©àdmhmMr d¡{eï o
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