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SECTION -A

Answer ALL the questions: (10x2 = 20)
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. What is an office?

. What is word processing?

. What is a procedure in an office?
. What is an office manual?

. What is a loose-leaf book index?
. What is RAM?

. What is a private office?

. What is a PIN code?

. What is Secondary Research?
10.

What is speed post?
SECTION—-B

Answer any FIVE questions: (5x8=40)

11.
12.
13.
14.
15.
16.
17.
18.

Discuss the guidelines to be followed in orgamng an office.

What are the areas to be covered in office maal?

What are some of the computer based systems dseoffices?

What are the principles that govern record mangement in an office?
What are the steps to be taken in Electronic @a Processing?

What factors should be considered before buyingn office machine?
What are the advantages of air-conditioning anffice?

How should incoming mail be handled?

SECTION-C

Answer any TWO questions: (2x 20 = 40)

19.
20.
21.

What are the factors that make office managemeéimportant?
Discuss in detail the various kinds of reports.

What are the important factors to be considereavhile choosing the location for an office?
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