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I nstructions to the candidates:
1) Question No. 1 and 8 are compulsory.
2) Answer any three questions from question no. 2to 7.
3) Figuresto theright indicate full marks.
Ql) @ Fill uptheblanks: [7]
I)  The place where an office is established is knawn asthe
1)) Is a group of people who are co-operating under the
direction of leadership for the accomplishment of a common end.
Iii) Is away of work which moves from one employee to
another and one department te another.
V) means converting hard copy or non-digital records into
digital format.
V) isthe oldest aswell asthe most common type of organisation.
Vi) management is a crucial aspect of survival for any
company.
vii) can be either atangible object of digital information which
has value to an organisation.
b) Trueor False: [7]
1)  Committee organisation isuseful for organisation.
i)  Record keeping is not afunction of modern office.
i) A noisy placeisawaysan efficient office.
Iv) Employee manual isalso called as procedure manual.
v) Officeisaninformation centre.
vi) Officeisrelated work and not with place and person.
vii) Management isnot askill indealing with organisational problems,
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Q2) &
b)

Q3) a)
b)

Q4) 8
b)

Q35) 8
b)

Q6) &)
b)

Q7) 8
b)

State the characteristics of the office lighting.

Explain the functions of modern office.

State the principles of office layout.

Explain the principles of record management.

State the significance of Flow of Work.

Explain the types of office organisation.

Explain the e ements of office management.

Explaintheaims of scientific office management.

State the characteristics of office work.

Explaintheutility of Digitalisation of records.

State the types of manuals.
Explain thedifficulties of Flow of Work.

Q8) Write short.notes (Any Two):

a)
b)
c)
d)

Functions of Office Management.
EmployeeManual.
Needs of Records Management.

Kindsof artificia ventilation.
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