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B.B.A. I Semester (NEP) Degree Examination, March/April - 2022

MANAGEMENT

 Foundation Course in Office Management (OEC)

Time : 3 Hours Maximum Marks : 60

Instruction : Attempt all questions compulsory.

SECTION - A / « s̈ÁUÀ - J

1. Answer the following sub-questions. Each sub-question carries one mark each.

PÉ¼ÀV£À G¥À-¥Àæ±ÉßUÀ½UÉ GvÀÛj¹j.  ¥Àæw G¥À-¥Àæ±ÉßAiÀÄÄ MAzÀÄ CAPÀªÀ£ÀÄß ºÉÆA¢gÀÄvÀÛzÉ.

(a) What is office management ?

PÀbÉÃj ¤ªÀðºÀuÉ JAzÀgÉÃ£ÀÄ ?

(b) Define modern office in one suitable word.

DzsÀÄ¤PÀ PÀbÉÃjAiÀÄ£ÀÄß ªÁåSÁå¤¹.

(c) Mention any two principles of office organisation.

PÀbÉÃj À̧AWÀl£ÉAiÀÄ AiÀiÁªÀÅzÉÃ JgÀqÀÄ vÀvÀéUÀ¼À£ÀÄß G É̄èÃT¹.

(d) Mention any two types of organisation structure.

À̧A Ȩ́ÜAiÀÄ gÀZÀ£ÉAiÀÄ AiÀiÁªÀÅzÉÃ JgÀqÀÄ ¥ÀæPÁgÀUÀ¼À£ÀÄß G É̄èÃT¹.

(e) What are the important factors in selecting a site ?

Ȩ́Êmï DAiÉÄÌ ªÀiÁqÀÄªÀ°è ¥ÀæªÀÄÄR CA±ÀUÀ¼ÀÄ AiÀiÁªÀÅªÀÅ ?

(f) Mention any two objectives of office layout.

PÀbÉÃj É̄ÃOmï£À AiÀiÁªÀÅzÁzÀgÀÆ JgÀqÀÄ GzÉÝÃ±ÀUÀ¼À£ÀÄß G É̄èÃT¹.

(g) What is ‘noise’ in office management ?

PÀbÉÃj ¤ªÀðºÀuÉAiÀÄ°è ‘±À§Ý’ JAzÀgÉÃ£ÀÄ ?

(h) Mention any two types of office records.

PÀbÉÃjAiÀÄ AiÀiÁªÀÅzÉÃ JgÀqÀÄ jÃwAiÀÄ zÁR É̄UÀ¼À£ÀÄß G É̄èÃT¹.

(i) What is centralised filing ?

PÉÃA¢æPÀÈvÀ ¥sÉÊ°AUï JAzÀgÉÃ£ÀÄ ?

(j) What is indexing ?

EAqÉQìAUï ( À̧ÆaPÉ) JAzÀgÉÃ£ÀÄ ?
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SECTION - B / « s̈ÁUÀ - ©
Answer any four of the following. Each question carries five marks. 4x5=20

PÉ¼ÀV£À AiÀiÁªÀÅzÁzÀgÀÆ £Á®ÄÌ ¥Àæ±ÉßUÀ½UÉ GvÀÛj¹j.  ¥Àæw ¥Àæ±ÉßAiÀÄÄ LzÀÄ CAPÀUÀ¼À£ÀÄß ºÉÆA¢gÀÄvÀÛzÉ.

2. What are the functions of modern office ?

DzsÀÄ¤PÀ PÀbÉÃjAiÀÄ PÁAiÀÄðUÀ¼ÀÄ AiÀiÁªÀÅªÀÅ ?

3. What are the administrative arrangements needed in an office ?

PÀbÉÃjAiÀÄ°è CªÀ±ÀåPÀªÁVgÀÄªÀ DqÀ½vÁvÀäPÀ ªÀåªÀ̧ ÉÜUÀ¼ÀÄ AiÀiÁªÀÅªÀÅ ?

4. What are the steps in layout planning ?

É̄ÃOmï AiÉÆÃd£ÉAiÀÄ°è£À ºÀAvÀUÀ¼ÉÃ£ÀÄ ?

5. What are the principles governing selection of furniture and fixtures, lighting and

ventilation ?

¦ÃoÉÆÃ¥ÀPÀgÀtUÀ¼ÀÄ, É̈¼ÀPÀÄ ªÀÄvÀÄÛ ªÁvÁAiÀÄ£ÀªÀ£ÀÄß D¼ÀÄªÀ vÀvÀéUÀ¼ÀÄ AiÀiÁªÀÅªÀÅ ?

6. What are the functions of record manage ?

zÁR É̄UÀ¼À ¤ªÀðºÀuÉAiÀÄ PÁAiÀÄðUÀ¼ÀÄ AiÀiÁªÀÅªÀÅ ?

7. What is the difference between data and information ?

qÉÃmÁ ªÀÄvÀÄÛ ªÀiÁ»wAiÀÄ £ÀqÀÄ«£À ªÀåvÁå À̧ªÉÃ£ÀÄ ?

SECTION - C / « s̈ÁUÀ - ¹
Answer any three of the following. Each question carries ten marks. 3x10=30

PÉ¼ÀV£À AiÀiÁªÀÅzÁzÀgÀÆ ªÀÄÆgÀÄ ¥Àæ±ÉßUÀ½UÉ GvÀÛj¹j.  ¥Àæw ¥Àæ±ÉßAiÀÄÄ ºÀvÀÄÛ CAPÀUÀ¼À£ÀÄß ºÉÆA¢gÀÄvÀÛzÉ.
8. What are the principles of record keeping and how digital records are retained ?

zÁR É̄UÀ¼À£ÀÄß ¤ªÀð» À̧ÄªÀ vÀvÀéUÀ¼ÀÄ AiÀiÁªÀÅªÀÅ ªÀÄvÀÄÛ rfl¯ï zÁR É̄UÀ¼À£ÀÄß ºÉÃUÉ ̧ ÀAgÀQë À̧̄ ÁUÀÄªÀÅzÀÄ ?

9. What are the factors determining office mechanisation ? Explain.

PÀbÉÃj AiÀiÁAwæÃPÀgÀtªÀ£ÀÄß ¤zsÀðj À̧ÄªÀ CA±ÀUÀ¼À£ÀÄß «ªÀj¹.

10. What are the kinds of office machines used in modern offices ?

DzsÀÄ¤PÀ PÀbÉÃjUÀ¼À°è AiÀiÁªÀ jÃwAiÀÄ PÀbÉÃj AiÀÄAvÀæUÀ¼ÀÄ §¼À̧ À̄ ÁUÀÄvÀÛzÉ ?

11. Explain the components of office environment.

PÀbÉÃj ¥Àj À̧gÀzÀ CA±ÀUÀ¼À£ÀÄß «ªÀj¹.

12. What is the importance of indexing, retention and disposal of files ?

PÀbÉÃj ¥sÉÊ¯ïUÀ¼À À̧ÆaPÉ, G½¹PÉÆ¼ÀÄîªÀÅzÀÄ ªÀÄvÀÄÛ « É̄ÃªÁjAiÀÄ ¥ÁæªÀÄÄRåvÉ K£ÀÄ ?
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