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BACHELOR’S DEGREE
PROGRAMME (BDP)
Term-End Examination

June, 2025

(Application Oriented Course)
AOM-1 : OFFICE ORGANIZATION AND
MANAGEMENT
Time : 2 Hours Maximum Marks : 50

Weightage : 70%

Note : Answer any five questions. All questions

carry equal marks.

1. What is meant by Office Organisation ?
Explain  the principles of  Office

Organisation. 3+7

2. Discuss the advantages and drawbacks of
constructing own office building and get a

building on rent. 5+5

D-3199/AOM-1 P.T.O.



[2] AOM-1

3. Define the term ‘filing’. Discuss any five

objectives of filing which help in office

management. 2+8

4. What 1is office stationery ? Explain the
principles of purchasing office stationery.

3+7

5. What do you understand about staff welfare ?
Explain the different types of staff welfare
benefits. 3+7

6. “Work measurement 1is the -carefully
analysis of a task, its size, the method used
in its performance, and its efficiency.”
Elucidate the statement with the help of an
example. 10

7. Distinguish between any two of the

following : 5+5
(a) Office and e-Office
(b) Formal and Informal Communication

(¢) Primary and Secondary Data
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8. Write short notes on any two of the following :

9.

(a)
(b)
(©

5+5
Office Committees
Indexing

Data Processing

Briefly comment on any two of the following :

(a)

(b)

(c)

(d)

5+5
Modern office management requires a

lot of work and dynamic staff.

A digital office uses technology and
virtual tools to replace face-to-face
collaboration and communication in a

physical office.

Horizontal filing is such type of filing
under which the files or folders are kept
in drawers in horizontal or sleeping

position.

Fundamentally, stationery has a very
practical purpose and that’s giving your
employees the tools that they need to do
the job well.
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