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AOM-1 : OFFICE ORGANIZATION AND
MANAGEMENT
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Note t Answer ang fiue questions. AII questions

carrv equal marks.

t .

2.

3.

Discuss the various functions of an office. What

steps will you take while organising an office ? 6+4

What do you understand by office layout ? Discuss

the principles of office layout. 3+7

What is record management ? Discuss the functions

of record management. 3+7

4. What do you understand by'communication' ? How

does it help in performance of the management

functibns ?
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5. "Machines and equipments are introduced in the
office just to give it a modern look." Do you
agree ? Give reasons. 10

6. Discuss the advantages and limitations of
computerisation in an office. 10

What do you mean by standardisation of 
I

stationery ? How will you determine the standards
of stationery ? 4+6

What are the objectives of form control ? Briefly
discuss the steps necessary for effective form
control. 3+7

7 .

8 .

9. Write short notes on any tuo of the following :

(a) Supervision

(b) Work measurement

(c) WorkSimplification

(d) PersonnelRelations

5+5
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