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Answers can be written in English or in Kannada.

SECTION - A

Answer any FIVE questions out of Seven questions . Each question carries

Two marks.
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What is meant by office?
o Somded?

Define office environment.
O TR SouBeD?

What is centralization of office?
#0093 890 TGS Soude?

State any two qualties of an office manager.
o TSI S0 RGN, S0

What is Ventilation?

™o (TWIODF)  S0TID?

Mention any two modern methods of filing
omRE oM OWPS S0R LFAWD, S9A.

What is records management?
madny IR 0002
P10,
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SECTION - B
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Answer any FOUR questons out of five questions. Each qucstion carvie fie

marks. ~20)
S B TvY cmsymciin mey, O 00N B3 T 9o

Explain any four functions of office manager.

WO IMIY oeymrcs mouy WODFMGR DFOK

Discuss various types of offices.
D00 Dedoh  wgkonvR, e

Explain diffcrent types of fumitures and fittings used in the office.
B0ODY WUOT 0T Owdch HeARTOOEADH DI JHONTIVE, S0

Explain the need of office management in the business organization.
TS AofobY k0 oSrEred ongdiva STOR

Write the importance of lighting and ventilation in the office.
W00DQ DY DY ead DIGIW,  wOAO.
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Answer any TWO questions out of Three questions. Each question carrics
12 marks. (2x12-24)
BS AT GO cmYmOds Ao FINOR won. Hoolsecis,
12 eotrish.

Expl in detail the factors to be considered in selection of office location.
weo 490 wolang wordiws wounvs, oSOk,

Wht is the purpose of mainaning records? Explan the cassfication (1pe

cort
c:mezwani AIFLBI wOEID? mASNY Snersdoomm, Lo

ixplain the Principles of office organization.
deo  Ropuded IR, LoR.
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Answer any ONE question out of Two questions. Each question carries 6 marks.
(Ax6=6)
IS 2o oo cimgmencs o YN wIr Fy Iew e
wostos, Bnonthad.

Explain the different types of Stationerics used in today’s office.
TOOT SHOOHY  weRONDE DG 0daD SemN  AEVI, 0L

Draw a chart indicating different types of office layouts.
DT 030D U0 MR, AGUDT e o, BOO.



