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AOM-01 : OFFICE ORGANIZATION AND
MANAGEMENT

Time : 2 Hours Maximum Marks : 50

Note : (i) Answer any five questions.

(it) All questions carry equal marks.

1. Explain the meaning of ‘Office System’. Discuss
the benefits of a good office system. 4+6

2. (a) Explain the importance of employee

manual. 5

(b) Distinguish between internal and external
noise. 5

3. What do you mean by accounting records ?
Discuss the importance of records. 3+7
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4. “Indexing is an integral part of filing and record
management.” Explain the importance of

indexing in the light of given statement. 10

5. Differentiate between the following :

(a) Computer hardware and software 5

(b) Data and Information 5

6. Define Computer. Explain various components
of computer system. 3+7

7. What do you mean by office stationery ?
Discuss the principles of purchasing stationery.

10

8. What is meant by office forms ? Explain the

advantages of office forms. 4+6

9. Who is office supervisor ? Explain the qualities

of a good office supervisor. 3+7

10. Define work measurement. Explain the
techniques of work measurement. 3+7
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