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OFFICE ORGANISATION
AND MANAGEMENT

P Paper — 3.5
. Full Marks — 80

Time — Three hours

The figures in the margin indicate tull marks
~ for the questions. :

L ‘Answer all the questions - 1x10=10

A State whether the following statements are
' true or false :

(2) Tender method of buying consumes more
time than negotiations while purchasing
office stationery.

.

(b) Cardboard ﬁlmg 1S a modern method of
filing.

{c) Underrecordretent;on schedule, bank and
insurance records of empioyees are
parmanent. :
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{e) ‘Bricfly discuss the gualifications and qualities
of a good office manager.
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(c) Explain the important aspécts to be consideréed
while designing office forms.

(d) What do you understand by continuous
stationery ? What are the advantages of such
use of stationery in modern offices ?

2+6=8

(e) Write short notes on : I . 4+4=8

(i) Office security.
-(ii) Prevention of fraud.
() Define ‘corr'lmunication. Briefly discuss the

process of communication with a diagram.
; 2+6=8

(2) Explain the modern methods of filing.
(h) Discuss the importance of office layout,

lighting and ventilation from the point of view
of efficiency of work.

10/47 (3) OOMN 3.5 @ 700



