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Office Organisation

Full Marks : 80

Pass Marks : 26

Answer all 20 questions from Group A, each question 

carries 1 marks.

Answer all Five questions from Group B, each question 

carries 4  marks.

Answer all Five questions from Group C, each question 

carries 8  marks.

All parts of a question must be answered at one place in

sequence, otherwise they may not be evaluated.

The figure in right hand margin indicate marks.
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What qualities are required in a manager.

decentralization of office-services.Which is better

 for any organization

accounts department of an organization.

lay - out?

8.

9.
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1. Choose the most suitable answer from the following

options :1x20=20

(ii)

(i)

(i)        

P.T.O

Which is correct?

(a) Office and organization are same

(b) Office is for organization.

(c) Organization is for office

(d) Office and organization are not related.

Which among these is most important 

function of modern office?

(a) Managing canteen

(b) Recreation

(c) Issue of notice

(d) Socialization of employees.

OR

OT5053OT5053

8

What is vertical filing.

Answer all Five Questions. 

Explain the meaning of modern office. Compare it

with traditional office. 

8 x 5 = 40

7.
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(iii)

(iii)

(iv)

(ii)

Which among these is basic principle of 

management?

(a) Planning

(b) Organizing

(c) Controlling 

(d) All

Organizational chart shows:

(a)  Post of organization

(b)  Structure of Organization

(c)  Rules of organization

(d)  Departments of organization.

6.
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Explain the importance of office in an organization.

office -form.

organization.

OR

5.

OR
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(v)

(v)

(vi)

(iv)

Flat file is a types of:

(a) Horizontal file

(b) Vertical file

(c) Arch lever file

(d) Card file

Vertical file is best for:

(a) Insurance company

(b) For professor

(c) For income-tax advocate

(d) For sales tax advocate

4.
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                                   OR

OR

What role does finance department play in an 

organization?

Explain necessary factors to be considered for 

lay-off of an office.

What is its role?

4                     

4                     

3.
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Main objective of indexing is:

(a) Keeping records safe

(b) Keeping records organized

(c) Keeping records for future

(d) To keep records tracable easily

An indicative language is  called:

(a) Call

(b) Symbol

(c) Index

(d) Arrangement

(vii)

(vii)

(viii)

(vi)

Answer all Five Questions. 

2.

4 x 5 = 20

Define organization in five sentences.

(xx)

OT5053 OT5053
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The modest form of organization is:

(a) Virtual organization

(b) Committee organization

(c) Functional organization

(d) Line organization

Burocratic authorities are:

(a) Mutual

(b) Formal

(c) Informal

(d) Flexible

Modern filling methods are;

(a) Pen drives

(b) Metal holders

(c)  Pigeon hole

(d) Spik filing

Soft copy of  file is:

(a) Not visible

(b) Not readable

(c) Not touchable

(d) None

(ix)

(ix)

(x)

(viii)(xviii)

(xix)

(xx)

(xix)
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Which is necessary for modern office?

(a) Office automation

(b) Computers

(c) Communication network

(d) All

Letter head of an office is for :

(a) Official communication

(b) Government communication

(c) External communication

(d) Internal communication

Concentrated authority in an organization is:

(a) Devotion

(b) Power expansion

(c) Centralization of power

(d) Decentralization of power

The philosophy of scientific management is

given by:

(a) Maslow

(b) Merrick

(c) Juran

(d) Taylor

(xvii)

(xvii)

(xviii)

(xvi)

(xi)

(xi)

(xii)

(x)
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Which type of office is better for M.D.?

(a) Open office

(b) Front office

(c) Modulal unit

(d) Private office

Which is a draw back for a factory location?

(a) Far from town

(b) Lack of communication

(c) Cheap land

(d) Freedom from restriction

For a cinema-hall which location will be

suitable?

(a) Sub-urban

(b) Urban

(c) Both

(d) None

The ideal room temperature for office is:
0

(a) 65F
0

(b) 55F
0

(c) 50F
0

(d) 45F

(xiii)

(xiii)

(xiv)

(xii)

(xv)

(xv)

(xvi)

(xiv)

OT5053OT5053
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What is filling ? Explain different filing methods.

office stationary?

What are the duties and responsibilities of a 

supervisor? 

OR

OR

8

10.
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What is filling ? Explain different filing methods.

office stationary?

What are the duties and responsibilities of a 

supervisor? 

OR

OR

8

10.
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What is committee organization? Why it is 

formed?

What is the importance of department in 

organization?  Explain about four main 

departmentof an organization.

OR

***

8

11.

18 32504OT5053

What is committee organization? Why it is 

formed?

What is the importance of department in 

organization?  Explain about four main department

of an organization.

OR

***

8

11.
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