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Instructions to the candidates:

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

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

3)  Figures to the right indicate full marks.

Q1) A) Fillup the blanks: 171
i) Theconceptof s related with work and not related vwith
place.

i) Concept of scientific office managémentis givenby

1ii) means converting hard eopy or Non- digital records in
to digital formats.

1v) is plane, smoothsand steady movement of work from

ns to another.

V) The place where office is located is called as o

vi)  Administration is a part'of office ]

Vi) An is a book containing standard practices,
instructions and poligies of the Office.

B) True or false ; 171
i) Office is the place where clerical work is done.
i) Functional organization is flexible tvpe of Organization.
iii)  Record can be classified on the basis of Time. Importance and
Nature.
iv) Untrained staff is not a difficulty in flow of work.
V)o. Employees do not need facilities on the Office.

Vi) Asa structure, organization refers to the structure of relationship
among positions and job.

vii) + Oftice manual is not useful for employees.
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02) a) Define concept of Modern Oftice. |4]
b) Explain the features of Modern oftice. [10]
03) a) State the principles of scientific office management. |7]
b} Define functions of Office Management. 7]
04) @) State the importance of Office Organization. (4]
b) Explain the types of Office Organization. [10]
03) @) Explain the factors of Good Office Environment. [7]
by Define principles of Ideal Office Building. 171
06) a)  Explain types of Offiee Form Design. 14]
by  Explain the advantages of Digitalization of Office Records 110]
07) a) Define features of Office work. 171
by  Define best factors to remove difficulties in ideal flow of work. [7]
¢8) Write short Notes (Any Two) (14}

2) - Importance of Office
by Steps of Office Organization
¢} Organization of Record Department

d)  Features of effective flow o { work
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