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OR (372rd1)

What qualities are required in a manager.
TP ye9ad & ¢ Fm—aan o1 AP &7

8. Differentiate between centralization and
decentralization of office-services.Which is better

for any organization

HRATAI—AAT & H~HIDYT UG fdb - Idror
A 3fdX Wt BT | 39 qI91 § |4 deaT
@ fau dgax &9 87

OR (372rd1)

Describe the functions of personal department and

accounts department of an organization.

TP A%AT & I d faurTr vd a@r fauarr &
a1 1t g8 2?

9. What aspects should be considered for office

lay - out? 8
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2019(Odd) Old Syllabus

Time : 3Hrs. Sem.V / MOP
Office Organisation

Full Marks : 80
Pass Marks : 26

Answer all 20 questions from Group A, each question
carries 1 marks.
Tu-A 9w+l 20 ¥ @ IR T, UAS U BT A [ A5 2 |
Answer all Five questions from Group B, each question

carries 4 marks.

9B & aft ufg ueal & IR <, uAS U & 9H 435 2 |

Answer all Five questions from Group C, each question

carries 8 marks.

7u-C & it ufg 9ol & SR <, TAS U &1 A9 83 2 |

All parts of a question must be answered at one place in
sequence, otherwise they may not be evaluated.
U6 e & a9t e BT SR ¢S & o8 (AR HH )
BT AMRY, 3=4eMT 4 Siid € o ¥ad @ |

The figure in right hand margin indicate marks.
< ured & 3id Yuiie & qad 2 |
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OR (3121a1) (ii)

Explain the importance of office in an organization.

AT § BRI  HEd UX YHTI SIfely |

What principles should be followed in designing an
office -form.
4 (ii1)
DI —®IH & YTy & fay fea Rigrdl
®I UTeld DT AMy?

OR(3721d)
(iii)
What is card Indexing.
are ssfedT @r 272

Why safety measurement is necessary for an

(iv)

organization.

A —Aoid e I¥ar & fov «at rfvard
2?
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IS PRI BT 399 A HIT—4T

$F 994 Azgayyf =7

(31) dfesT |HTAAT

(@) wiepRie HriHa

(&) g1 S Sl

(?) dH=RAT &1 Fra—goq &1 wiar
QAT

Which among these is basic principle of
management?

(a) Planning

(b) Organizing

(c) Controlling

(d) All

g & Yo Rigld 9 4 &4 &7
(3n) frrsE

(8) dTeq

GIREEEL

(|) @i

Organizational chart shows:

(a) Post of organization

(b) Structure of Organization

(c) Rules of organization

(d) Departments of organization.
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(xx) ‘FIS((_"[ ®l give —diq) dl—
@) <& @ 9ad
() ug =1E "@dd
(@) B 3 dPHd
(2) SWIad HIs L)

GROUPB

Answer all Five Questions.

9l uig g & SR o

2. Define organization in five sentences.

4x5=20

uia aradl § S & gRyuTeT AU |

OT5053

(vi)

(vii)

(vii)

(viii)

5
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(31) 91 Huh

(@) NoER

(4) s7®% Sq dBbId
(?) A3 adla

Main objective of indexing is:

(a) Keeping records safe

(b) Keeping records organized

(c) Keeping records for future

(d) To keep records tracable easily

SST BT &I A8 B—
(@) RS &1 gridra ==
(@) RaiS & walRera @=r

(@) Rais o wfasy & fag &=

(2) R&isS @ & @isr ur=m

An indicative language is called:
(a) Call

(b) Symbol

(¢) Index

(d) Arrangement
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(xvii)
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(xviii)

10 OT5053

BT ®& &I Sfad dr9q9™ 81T
qrfag —
(31) 65°F
@) 55°F
(&) 50°F
() 45°F

Which is necessary for modern office?
(a) Office automation

(b) Computers

(c¢) Communication network

(d) All

g dratad @ forg g9 4 «&n
AAIAD 87?7

(31) Hrataa—adared

(@) PR

(W) Gy —ACdd

(2) SWiaa g+

Letter head of an office is for :
(a) Official communication

(b) Government communication
(c) External communication

(d) Internal communication

OT5053

x)

(xi)

(xi)

(xii)

7 32504

RInfed AR fFa yeR &1 gar 82
(31) oY TwHI 4@
(@) situaR®

(|) siuaiR®
(]) ol

Concentrated authority in an organization is:
(a) Devotion

(b) Power expansion

(c) Centralization of power

(d) Decentralization of power

AT ¥ paccs UTRreRor o1 3ef 2—
(@) wfp

(@) IfrPR—IwR

() AIfTBR BT DB

(2) afreR &1 fas=avor

The philosophy of scientific management is
given by:

(a) Maslow

(b) Merrick

(¢) Juran

(d) Taylor
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10.

BT B ®HU—ET dIR HYd 999 b
qAl U <419 ST JATaTAD 27

OR(3721dT)

What is filling ? Explain different filing methods.

ARCTBRYT | T 22 AR & faftr= afial
Bl Id13Y |

What principle should be fallowed in selecting

office stationary?
8

BRI & WLIFN wiied d foa Rigidal &1
UTeld 3MAeAD 27?2

OR(372rd)

What are the duties and responsibilities of a

supervisor?

TP YUAISoR & dHcd ¢4 QIR a7 872

P.T.O
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What is filling ? Explain different filing methods.

ARCIBRYT |7 272 Ariarvr & faftr= afial
Bl Id13Y |

What principle should be followed in selecting

office stationary?
8

BT & WIFN wiied d foa Rigidal &1
UTeld 3MAeAD 27?2

OR (372rd1)

What are the duties and responsibilities of a

supervisor?

TP YUAISoR & dHd Y4 QIR a7 872
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