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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 / %3°0 - &

1. Answer the following sub-questions. Each sub-question carries one mark each.
SRS WT-TIROR IR, B WT-TOD (oW SOFTT, RROODBIT, 10x1=10
(a) What is office management ?

30 VRFTH NOTTE 9
(b) Define modern office in one suitable word.
SIANE; 5@,3@&30335530l WVETORA.
(c) Mention any two principles of office organisation.
Be3e0 BoFTeBoD BWPTE HTE TIRTRY, YgedA.
(d) Mention any two types of organisation structure.
Soﬂ@oﬁa TBEI0D 03T0YTIe TT TFONTI, SGeDA.
(e) What are the important factors in selecting a site ?
ﬁdw @oﬁ% TIRTRY TN WOTNW O3PRH) ?
() Mention any two objectives of office layout.
330 SeBeFT OSRP)TITIL ATT w%esmfm& SOGeDA.
(g} What is ‘noise’ in office management ?
3e3e0 AVFBTONY ‘Swo’ ROTTER 2
(h) Mention any two types of office records.
BEIeOODN OSVR)TC NTHEY D80 m@)@ﬁ%ﬂ?&l SOGeDA.
(i What is centralised filing ?
%eo@%‘@@‘ a%@ons ROTTET 9
(j) What is indexing ?
QOTEOTT (Bee88) OTTeRD ?
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SECTION - B / Qgon —
Answer any four of the following. Each question carries five marks. 4x5=20

BINT CIRPYTTCL Towy, TJNON GVZOR0. TS TFOID VT WOINTR, BROOTTT.

2. What are the functions of modern office ?

EBSTRAT OO TONFNED 03T ?

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

ANelewWJ| @wsﬁmma @@@@33 wéw:;pmyo CRR)R) ?

4. What are the steps in layout planning ?
SefBer AdrensoRYT ToINTeD ?

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

QEBRCTTTLONLD, L3FB Y DOTIONITR), BT IINE BRI ?

6. What are the functions of record manage ?
ToNSNY IVFBHBOD ToONFNE 03w ?

7. What is the difference between data and information ?
BdeeD DB BLSOD TR Q@éxﬁem ?

SECTION - C / Q%on — 2
Answer any three of the following. Each question carries ten marks. 3x10=30
TSNS O3RVR)TTOWTR LT @%ﬁ@ﬁ QZORD. B @5&0333 <) @o%ﬁeﬁm& TRODTTT.
8. What are the principles of record keeping and how digital records are retained ?
m@)cﬁﬁ@m‘% ITELAT IINWD CIPR)R) B B’ mmcﬁﬁ@éoﬁ{l Zen ROTBFHLOMRYT ?

9. What are the factors determining office mechanisation ? Explain.
Be3ed O33R0 ELFTEOTR), VPFOAE WOSNFR), VWO

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

SBTRRT THECONTY 03T 0e30D BEeO ONOTNRW WIBTRMTT ?

11. Explain the components of office environment.
3e3e0 LORTT ©WOINTIR, VWO

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

730 @pms 88, w@%%w%ﬁ%@m DB VSemOON @m@ﬁ QAN 9
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