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

i) The place where an office is established is known as the _______.

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

iii) ________ is a way of work which moves from one employee to
another and one department to another.

iv) _______ means converting hard copy or non-digital records into
digital format.

v) _____ is the oldest as well as the most common type of organisation.

vi) ________ management is a crucial aspect of survival for any
company.

vii) _______ can be either a tangible object of digital information which
has value to an organisation.

b) True or False: [7]

i) Committee organisation is useful for organisation.

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

iii) A noisy place is always an efficient office.

iv) Employee manual is also called as procedure manual.

v) Office is an information centre.

vi) Office is related work and not with place and person.

vii) Management is not a skill indealing with organisational problems.
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Q2) a) State the characteristics of the office lighting. [4]

b) Explain the functions of modern office. [10]

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

b) Explain the principles of record management. [7]

Q4) a) State the significance of Flow of Work. [4]

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

Q5) a) Explain the elements of office management. [7]

b) Explain the aims of scientific office management. [7]

Q6) a) State the characteristics of office work. [4]

b) Explain the utility of Digitalisation of records. [10]

Q7) a) State the types of manuals. [7]

b) Explain the difficulties of Flow of Work. [7]

Q8) Write short notes (Any Two): [14]

a) Functions of Office Management.

b) Employee Manual.

c) Needs of Records Management.

d) Kinds of artificial ventilation.
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gyMZm …- 1) àíZ H«$. 1 Am{U àíZ H« . 8 gº$sMo AmhoV.
2) àíZ H«$‘m§H$ 2 Vo àíZ H«$. 7 ‘Yrb H$moUVohr VrZ àíZ gmoS>dm.
3) COdrH$S>rb A§H$ nyU© JwU Xe©{dVmV.
4) g§X^m©gmR>r ‘yi 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) Á¶m {R>H$mUr ì¶mdgm{¶H$ H$m¶© nma nmS>br OmVmV Ë¶m {R>H$mUmg ................... åhUVmV.
ii) .................. åhUOo ì¶º$s¨Mm Agm g‘wXm¶ H$s, Omo nwT>mè¶mZo {Xboë¶m AmXoemZwgma

gm‘mÝ¶ C{Ôï>çm§À¶m nyV©VoH$[aVm ghH$m¶m©Zo à¶ËZ H$aVmo.
iii) ................... hm H$m‘mMm EH$ ‘mJ© Amho, Omo EH$m H$‘©Mmè¶mH$Sy>Z Xþgè¶mH$S>o Am{U

EH$ {d^mJmVyZ Xþgè¶m {d^mJmV OmV AgVmo.
iv) XñVEodOm§Mr Bbo³Q´>m°{ZH$ nÕVrZo àV V¶ma H$ê$Z amIyZ R>odÊ¶mg XñVEodOmMo ^m¡{VH$

ñdê$nmg ................. Ago åhUVmV.
v) ..................... hm g§KQ>ZoMm OwZm d gd©gm‘mÝ¶ àH$ma Amho.
vi) ................. ì¶dñWmnZ ho H$moUË¶mhr H§$nZrÀ¶m ApñVËdmgmR>r ‘hÎdnyU© ~m~ AgVo.
vii) ................ EH$ Va ‘yV© dñVy qH$dm A§H$sH$aU ‘m{hVr Agy eH$Vo Á¶mg g§ñWoMo

‘yë¶ AgVo.

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

i) g{‘Vr g§KQ>Z ho g§KQ>ZogmR>r Cn¶wº$ Amho.
ii) XâVa OVZ ho AmYw{ZH$ H$m¶m©b¶mMo H$m¶© Zmhr.
iii) Jm|JmQ> H$aUmao {R>H$mU ho Zoh‘rM EH$ H$m¶©j‘ H$m¶m©b¶ AgVo.
iv) H$‘©Mmar ‘m{hVr nwñVrHo$bmM H$m¶©nÕVr ‘m{hVrnwñVrH$m Agohr åhUVmV.
v) H$m¶m©b¶ ho ‘m{hVr H|$Ð AgVo.
vi) H$m¶m©b¶mMm g§~§Y H$m‘mer Amho, OmJm d ì¶º$ser Zmhr.
vii) ì¶dñWmnZ ho g§KQ>ZmË‘H$ g‘ñ¶m§Zm Vm|S> XoÊ¶mMo H$m¡eë¶ Zmhr.
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à.à.à.à.à.2) A) H$m¶m©b¶ àH$meì¶dñWoMr d¡{eï>ço {deX H$am. [4]

~) AmYw{ZH$ H$m¶m©b¶mMr H$m¶} ñnï> H$am. [10]

à.à.à.à.à.3) A) H$m¶m©b¶mÀ¶m A§VJ©V aMZoMr VËdo {deX H$am. [7]

~) XâVa ì¶dñWmnZmMr VËdo ñnï> H$am. [7]

à.à.à.à.à.4) A) H$m¶m©b¶rZ H$m¶©àdmhmMo ‘hËd gm§Jm. [4]

~) H$m¶m©b¶ g§KQ>ZoMo àH$ma ñnï> H$am. [10]

à.à.à.à.à.5) A) H$m¶m©b¶ ì¶dñWmnZmMo KQ>H$ {deX H$am. [7]

~) emñÌr¶ H$m¶m©b¶rZ ì¶dñWmnZmMo CÔoe ñnï> H$am. [7]

à.à.à.à.à.6) A) H$m¶m©b¶rZ H$m‘H$mOmMr d¡{eï>ço {deX H$am. [4]

~) XñVEodO g§JUmË‘H$ A§H$sH$aUmMr Cn¶wº$Vm ñnï> H$am. [10]

à.à.à.à.à.7) A) H$m¶m©b¶ ‘m{hVrnwpñVHo$Mo àH$ma {deX H$am. [7]

~) H$m¶©àdmhmVrb AS>MUr ñnï> H$am. [7]

à.à.à.à.à.8) {Q>nm {bhm. (H$moUË¶mhr XmoZ) [14]

A) H$m¶m©b¶ ì¶dñWmnZmMr H$m¶©

~) H$‘©Mmar ‘m{hVrnwpñVH$m

H$) XâVa ì¶dñWmnZmMr JaO

S>) H¥${Ì‘ dm¶wdrOZmMo àH$ma




