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[3569]-106
F. Y. B. Com. Examination - 2009

OFFICE MANAGEMENT

(New 2008 Pattern)

Time : 3 Hours] [Max. Marks : 80

Instructions :
(1) All questions are compulsory.
(2) Figures to the right indicate full marks.

Q.1) Answer the following in 20 words each : (Any Ten) [20]

(1) What do you mean by Modern Office ?

(2) What do you mean by Office Layout ?

(3) Define the term Office System.

(4) What do you mean by Job Analysis ?

(5) Define the term Scheduling.

(6) What do you mean by Records Management ?

(7) Define Communication.

(8) What do you mean by Promotion of Employees ?

(9) What do you mean by Control of Forms ?

(10) What is Office Automation ?

(11) Define Office Services.

(12) What do you mean by Minutes ?

(13) What do you mean by LAN ?
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Q.2) Answer the following in 50 words each : (Any Two)    [10]

(1) Explain elements of Office Management.

(2) Discuss objectives of Flow of Office Work.

(3) Explain types of Meetings.

(4) Explain importance of Courier Services.

Q.3) Answer the following in 150 words each : (Any Two) [20]

(1) Explain in detail various methods of Filing.

(2) Explain various methods of Job Analysis.

(3) Explain procedure of Forms Control.

(4) What are different modern appliances useful for Modern Office ?

Q.4) Answer the following in 300 words each : (Any Two) [30]

(1) What are the characteristics and functions of Modern Office ?
Explain.

(2) What are the elements of Office Communication ? Explain
significance and barriers to effective communication.

(3) What is Training ? What are the advantages to Employer,
Employee and Society ?

(4) (a) What are the Duties of Secretary ?

(b) Prepare specimen of the following :

(i) Notice

(ii) Agenda of the Meeting
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}æÚæÆè MÐæ¢„Ú

±ïf : 3 „æ¨] [»ÜêU‡æ xæé‡æ : 80

¨ê™Ýæ :

(1) ¨±ü ÐíàÝ ¨æïÇç±‡æï ¥æ±à²ÜU ¥æãï.

(2) ©…±èÜUÇèH ¥¢ÜU ÐíàÝæ¢™ï Ðê‡æü xæé‡æ Îàæüç±„æ„.

(3) ¨¢Î|ææü¨æÆè }æêf §¢xæí…è ÐíàÝÐç~æÜUæ Ðãæ±è.

Ðí.1) ¶æHèH ÐíàÝæ¢™è 20 àæÏÎæ¢„ ©œæÚï çHãæ : (ÜUæï‡æ„ïãè Îãæ) [20]

(1) ¥æ{éçÝÜU ÜUæ²æüH² }ã‡æ…ï ÜUæ² ?

(2) ÜUæ²æüH² Ú™Ýæ }ã‡æ…ï ÜUæ² ?

(3) ÜUæ²æüH²èÝ ÜUæ²üÐí‡ææHè ²æ ¨¢¿æï™è Ã²æw²æ çHãæ.

(4) ÜUæ²ü ç±àHï¯‡æ }ã‡æ…ï ÜUæ² ?

(5) ÜUæ²æüH²èÝ ÜUæ²ü ±ïfæÐ~æÜU ²æ ¨¢¿æï™è Ã²æw²æ çHãæ.

(6) Ýæï¢Îè™ï Ã²±SƒæÐÝ }ã‡æ…ï ÜUæ² ?

(7) ¨¢¿ææÐÝ ²æ ¨¢¿æï™è Ã²æw²æ çHãæ.

(8) ÜUæ}æxææÚ ÏæÉ„è }ã‡æ…ï ÜUæ² ?

(9) ÐíÐ~æ çÝ²¢~æ‡æ }ã‡æ…ï ÜUæ² ?

(10) ÜUæ²æüH²èÝ S±²¢™HèÜUÚ‡æ }ã‡æ…ï ÜUæ² ?

(11) ÜUæ²æüH²èÝ ¨ï±æ ²æ ¨¢¿æï™è Ã²æw²æ çHãæ.

(12) §ç„±ëœæ }ã‡æ…ï ÜUæ² ?

(13) ‘LAN’ }ã‡æ…ï ÜUæ² ?
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Ðí.2) ¶æHèH ÐíàÝæ¢™è 50 àæÏÎæ¢„ ©œæÚï çHãæ : (ÜUæï‡æ„ïãè ÎæïÝ) [10]

(1) ÜUæ²æüH²èÝ Ã²±SƒæÐÝæ™ï ÍæÅÜU SÐC ÜUÚæ.

(2) ÜUæ²üÐí±æãæ™ï ©gïàæ SÐC ÜUÚæ.

(3) ¨|ææ¢™ï ç±ç±{ ÐíÜUæÚ SÐC ÜUÚæ.

(4) ÜéUçÚ¥Ú ¨ï±æ¢™ï }æãœ± çHãæ.

Ðí.3) ¶æHèH ÐíàÝæ¢™è 150 àæÏÎæ¢„ ©œæÚï çHãæ : (ÜUæï‡æ„ïãè ÎæïÝ) [20]

(1) ÝS„èÜUÚ‡ææÓ²æ ç±ç±{ Ðh„è SÐC ÜUÚæ.

(2) ÜUæ²ü ç±àHï¯‡ææÓ²æ ç±ç±{ Ðh„è SÐC ÜUÚæ.

(3) ÐíÐ~æ çÝ²¢~æ‡ææÓ²æ ÜUæ²üÐh„è SÐC ÜUÚæ.

(4) ¥æ{éçÝÜU ÜUæ²æüH²æ„ ©Ð²æïxæè ÐÇ‡ææÚè ¥æ{éçÝÜU ¨æ{Ýï ÜUæï‡æ„è ?

Ðí.4) ¶æHèH ÐíàÝæ¢™è 300 àæÏÎæ¢„ ©œæÚï çHãæ : (ÜUæï‡æ„ïãè ÎæïÝ) [30]

(1) ¥æ{éçÝÜU ÜUæ²æüH²æ™è ÜUæ²ïü ± ±ñçàæcÅKï ÜUæï‡æ„è „ï SÐC ÜUÚæ.

(2) ¨¢¿ææÐÝæ™ï ÍæÅÜU ¨æ¢xæêÝ ¨¢¿ææÐÝæ™ï }æãœ± SÐC ÜUMÝ Ðí|ææ±è ¨¢¿ææÐÝæ„èH

¥Çƒfï çHãæ.

(3) Ðíçàæÿæ‡æ }ã‡æ…ï ÜUæ² ? }ææHÜU, ÜUæ}æxææÚ ¥æç‡æ ¨}ææ… ²æ¢Ýæ Ðíçàæÿæ‡ææÐæ¨êÝ

ãæï‡ææÚï ÈUæ²Îï ÜUæï‡æ„ï „ï SÐC ÜUÚæ.

(4) (¥) ÜUæ²æüH²èÝ ¨ç™±æ™è ÜU„üÃ²ï ÜUæï‡æ„è ?

(Ïæ) ¶æHèH ÜUæxæÎÐ~ææ¢™æ Ý}æêÝæ „²æÚ ÜUÚæ :

(i) ¨|æï™è ¨ê™Ýæ

(ii) ¨|æï™è ÜUæ²üRU}æ Ðç~æÜUæ


