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The figures in the margin indicate full marks Jor
the questions.

1. (@) Fill in the gaps : Jie 5ess
() A modem offige can’t i .. in
isolation.

(ii) Automation leads to
(iii) The records maintained under various -
laws like Income Tax Act., Sales Tax
Act., Companics Act. etc. are called

records.

- () Overstocking ‘or -fllcie o

stationary must be avoided.

(v) Office correspondence includes only
communication.
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Or

Describe the qualifications and qualities
required by a good office manager. 8

(c) What do you mean by design of office
forms ? Discuss the factors influencing
design of office forms. 2+6=8

(d) Explain in brief the functionality and the
dysfunctionality of modern office. 4-+4=8
Or

Discuss in brief the various modern methods
of filing. 8

() What do you mean by office
communication ? Also state the various
barriers to office communication.  2-+6-8

(/)  Write in brief about any four important
labour saving appliances. 8

Or

Write a note on the importance of indexing.
Also explain in brief about any two methods
of indexing. 2+3+3==8

(g) Explain the importance and methods of office
cost control. : 4+-4=-8
Or
Define office system. Briefly discuss any
¥ three objectives of a good office system.
How fraud can be minimised in an office ?
. B 2+3+43=8
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