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BUSINESS ADMINISTRATION
Office Organisation and Management (OEC)
(NEP CBCS Repeaters 2022-23 Scheme)

Time : 2% Hours Maximum Marks : 60

Instructions to Candidates:
Answer all the questions to be answered either in English or in Kannada.

SECTION - A
QRPN = D
I. Answer any Five questions. Each question carries two marks. (5%2=10)

33 FINTIRNPOT OONR)TOBTL DT @ﬁqﬁ@ﬁ QBOR. B, &j)e?qojoo OB
eﬁosn’e;mq TRODTOBEH. _

1. a  Define Modern office.
ESEOVT FEOOD eﬁzsrwagl 3O,
b. What do you mean by Decentralization of office services?

3e30 BedBne 0FeoR, 80 R0TTERD ?

c. What are types of offices?
F30030 PN cRR) ?
d.  State any 2 factors to be considered in selecting the site for an office.
geJed z:;@dﬁgt @Oﬂ% mmmﬁ TONe3RI et 03RR)TOTTR 2 woeﬁﬁ@a‘% 3.
e. What is office environment?
3630 WORT Q0TI ?
f.  What do you mean by Noice Control?
FL, VOI0T,£0 DOTITERD ?
g  What do you mean by Dis‘pbsall of records?k
TDBNY SezD0 0TTERD ?
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; \ Answer any Two of the following questions. Each question carries twelve
. Sy =7 “marks. (2x12=24)

SECTION - B
Qen - W
Answer any Four of the following questions. Each question carries Five marks,
(4x5=20)
SINSINGY, cInymsce ey BFNER euZor. B8 BIAD WO Lo
THOOTOTT.
Explain the principles of office organisation.

e3e0 Fogprodd IIRYI) DWOA.

Describe the functions of office manager.
Be3ed wsmm@mfd aaojorwﬁgl QWO

Briefly explain the objectives of office layout.
ge3ed DI emzfgbesmfa% :Soégmﬁ DA,
Discuss the types of office furniture.

33D QeTRETFTENG AFNIR), WwFA.

Briefly explain the life-cycle stages of files.

BEINY WeBI 237, T BOINTR), F03TesoN QWOX.

SECTION - C
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FINS  OIRPTOWOR NTR JInen wvgdr. T,@ B, 030 BITB ORI
BRODTOTE.
Define office management and explain the process of office management.
330 ATFBEBOD WYV ToN® FeIed DI HEBOD @@oﬂowg:% QIO
Write a note on components of office environment.
Be3ed HORTW Ponne wr?\ e3Ted W3OWD.
Write a note on the following office related;

i)  Safetyand Security

ii)  Indexing of records.
Bee0nt ROWORRT FINRRNY W, L3Te8 wiowo.

i) RooE3 DR 5,3 ‘

ii) oSN Q0TS O7Y
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IV. Answer any One of the following question this question carries six marks.
(1x6=6)

FINS cdnRTe womd BIR wvZOR. BZRBD & e0BRTIY BRODTIBT.
10. Draw chart indicating different types of office layout.
TEIE0 DTANY DPNIRY, TRCORT T[0T TUR.
11. Explain the different types of stationery used in office.
| 363000808, IR DIF 0edad SeDS MRONTUR), DT




