Code: 5311-CL. SP & Office Administration (B. com Part-lll-Repeater)-28-11-2016 Marks - 100
Note: Attempt any five questions form the following.
Q.1 A) Whatdo you understand by the term “Office-Environment™? Explain
the importance of providing good working environment to the office staff. (20)
B) What do you understand by the term departmentation? Why is it necessary
to have departmentation in the office? (10)
Q.2 A) What are office forms? What are its different types? (20)
B) What do you know by office work simplification? (20)
Q.3 A) Explain the importance of Work-measurement as a tool of management Control. (10)
B) What do you understand by record management? (10)
Q.4 Write notes on (Any four). (20)
a) Private Office.
b) Office Mannual.
c) Quality Control.
d) Visible card Index.
e) Wheel Index.
f)  Docketing.
Q.5 A) Whatis Security? What is its importance in the context of modern office?. (10)
B) What is filing routine? Describe the different steps involved in filing routine. (10)
Q.6 A) State the different functions of office management. (20)
B) Distinguish between authority, respnsibility and accountability. (20)
Q.7 Write notes on (Any four): (20)
a) Safety Arrangements.
b) Colour Conditioning.
c) Sanitary Arrangement.
d) Interior decoration.
e) Motion study.

Organisation Chart.



Code: 5311-CL. SP & Office Administration (B. com Part-lll-Repeater)-28-11-2016 Marks - 100

adl: DA uamidl SiSuLt wia wAlL gs Q.

w1 () sialaag aldiare 2ed g 7 stalaa sl g sialaad didiael

Y3 Wil e %rual. (10)

(o) Rewolls2e 224 9 ? sidanani Reusllswl 34 %390 8 ? (10)

w2 () sialag-i uRust 2124 9?7 i d-l [RY usRl aglq 5. (10)
(o) salaani sfardlsrel 212d 9 ? (10)

W3 () siduiund Hec ALY 2ig- iR a3 aelal (10)
(61) ila a2aiu- ANed 9 ? -l 2l 53, (10)

. ¥ gs-ln avil (s1SugL A1) (0)

1) il slalay

) sialaadl Ausl
3) 9eladl »isa

¥) 29 51 piqsuuRis
W) AR 2qsHURISL

¢) [ssisw

WU () Y8224 9 ? 2uy[s sialay eedal d wea agpual. (10)
(1) s15eflor 32ToL e d 9 ? Al A el gel el deissivii-l 2l 5. (10)
w.e () sialay oqazaiuq - @R sl ealdl. (10)
(0) 2uRS1R, BUALIL A GrRelBd AL dslad FRUl. (10)
w. 9 Zs-tla avil (siSuet AR) (0)

1) Y&l ARl
) 32RIoUA HauL
3) @AYl AL
¥) idRs uxaz
W) o} meu

&)  eauda-l 2usl



Code: 5311-CL. SP & Office Administration (B. com Part-lll-Repeater)-28-11-2016

Marks - 100

T : ShivTdel Il U9 Hieal.

7.2

1.3

Ty

)

)
=)
)
)

)

)
)
%)
S|
?

%)
)

)

#)

)

)
)
%)
?)
9

®)

FIAAH TR S 1 ? § WA ST HHATHAT Al S

ST ATST et <01 =) Hges il

ferriehTenl TeurSt T ? FTTeraTed faR TR STTevaehal &l 318 2
HIATAA U FGUS 1 ? i e Fehi apivrd ?

FIATA Frare Gerdienu U e d T8 .

FHT-HISTAIITS Haed fovg e g Ueh SHaRIYent ™ (FRIFuI e 3115, T8 &
‘e FUST I ?

vy fefer (roTaEl <IR <)

(CISHEoRIR]

e g

Torer fEEm

T S

T

femTRYaRToT

‘At G TuS S ? MYk wraferar Hefd Fee v ?
TR (filing routine) oA =eurst &1 ? Weiiciientor framATe fafay
T U .

FIATE HTETIHTE Hed QU HTd HIV o TIE .

Sy fefer (HrorcrEl =IR <)

GLaT-Hae

1 gafa

el e

TG (TTAT) TS

EREISEI]

G qadm

(R0)
(R0)
(20)
(20)
(20)
(R0)
(Re)

(20)

(20)
(20)
(20)
(Reo)



