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[ANEER BTHC A
B.B.A. I Semester Degree Examination, March/April - 2023

Time : 2 Hours

MANAGEMENT
Foundation Course in Office Management (OE)

(NEP)

Note :

Answer all the Sections.

Answer the following sub-questions. Each sub-question carries one mark. 10x1=10

SECTION - A / Q%o - &

B3 BYNT T-TI NN YZOR0. TS0IROW WT-TF O WO YOI, TRONTOTT.

1. (a)

(g)

(h)

(1)

()

What is office in modern concept ?
ST TOTOZONY 3O DOTTER 7

What is office organization ?
330 BOTWS Q0TTE ?

What is lay-out of office ?
3eIeDON DTVF QOTTEZ ?

What is open office ?
BT BEIEO HOTIE ?

Name the types of furniture’s in office.

BEIe00NY WIRT/ eBRETTTNY PRI, BROR.

What is Record Management ?
oS ATET/H ROTTE ?

What is office mechanism ?

BELIeO0N TOONFATON A0TWTED ?

Name any two safety measures needed in office.

3E3e00NYT CIPYTIITTR DTE ATTTD TRONTID, BAOR.

What is office Environment ?
FLIeO0N TORT DOTTE ?

Name the softwares used in computers for data process.
Beeo TFODMON FOTRLTTNVY WYRT AT BT NI, BHOR.
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SECTION - B / Q%R — D

Answer any four of the following questions. Each question carries five marks.
83 BYNT CIRYTRWTR T, THNON YZORD. TSRO TJ O TH WOTNTR), BRODTTEI.

2. What are the characteristics of office organization ? 4x5=20

B30 BOTFLI[OD OTLANTD 03P ?

3. Explain advantages and dis-advantages of private office.
S0ORN FLIEO0D WRBRY B @m&%@eémﬂm& 8P,

4. Explain steps in designing office lay-out planning.
330 DTF O3emIOD TOINYR, FOFTeION DTOR.

5. Explain the life-cycle of records.
TRV (TONS)NE ReNT T/, DWOR.

6. What are the principles for selecting the furniture and lighting ?
LEBRETITED T DTE° SONOD IR, SPR.

7. Briefly explain the advantages of computerization of office.
TE3eO0D NMERBeTT T @ma@@éﬁmol ROFTON DWOR.

SECTION - C / &30 — 2

Answer any three of the following questions. Each question carries ten marks.
3 FPNT O3RRYTOTRTR  =RTD @%ﬁ@?ﬁ SYVBORD. Eefeleviclelay @%O‘)m T2 @oﬁﬁ%ﬁ&bol
GoAclelalerlcing 3x10=30

8. Explain the functions of office.
[niJelow) TORF AT, DTOR.

9. Explain the characteristics and advantages of good filing system of office.

Bele0oh YL TN [IFoD ©Fe Tone TodeEEINTI, HBOA.

10. Explain advantages and dis-advantages of office location in rural area.
Mogesd THe3TY 30 MTIOD YWERY BT BTIWIROINTTY, WIOA.

11. Explain components of office Environment.

Be3e0 TORT wWPNROT ©WOINTI, VIO

12. Explain Various types of office machines.
DO D30 BEHEO ODOZNTIY, DWOR.
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