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I Semester B.B.A. Degree Examination, February/March - 2024
BUSINESS ADMINISTRATION
Office Organizatidn and Management (OEC)
(CBCS NEP Scheme F+R)
Paper : 1.5

Time : 22 Hours : : Max&mum Marks 60
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Instructions to Candidates:
Answers can be written in English or in Kanna oz}

SECTION - A

: : NP - D
Answer any FIVE questions out of Seven questions . Each quéstion carries
Two marks. (5%x2=10)

$9nS 0% Sé‘zieée) RS DD '-‘s"n@ﬁ €030 ded. P IR 2 wosnw.

1. “a) What is meant by office? -
3630 DOTBEeD?

b) Define office environment.
~ 3e3ed JORT OTBEII?

c) - What is c_entralization-of office?
3e0Qe3 3 3D T3 ROTTEN?

d) State any two qualities of an office manager.
5630 wéwm@asss RO BN, 89A.

e) What is Ventilation? Y
MY (F0IV0VT)  DOTTEI?

f)  Mention any two modern methods of filing.
ST FOoN'S 03T ATH amsnem 8PA.

g) What is records management?
L DoDBNS IVEFIDH  A0TTEN? -
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SECTION - B

PR - B
Answer any FOUR questions out of five questions. Each question carries Five
marks. (4%5=20)

WIS o FIRYY cinYHmemcs aae::* B3 3o, H IR o wosre.

Explain any four functions of office manager.
S0 - AFMTTI CIRYTBD WY RODFATS,  HOR.

Discuss various types of offices.
AT deSod 5@39@71@533& W3R,

- Explain different types of furnitures and fittings used in the office.
- 3500 WIS DG DeSoD weé.raewﬁdseﬂ% BN, w&son‘ﬁ@aﬂa OROR.

Explam the need of office management in the business orgamzatlon
RTRT ~o~ocb© 3P0 ITFITHBOD =R 371%533 QTJOA.

Write the importance of lighting and ventilation in the office. |
3e3e00Ne BB DB YD @@%333& 2BOW0.

SECTION - C
v e - A
Answer any TWO questions out of Three questions. Each questlon carries
12 marks. ‘ (2x12=24)

NS  DRD ag,%ﬁ% oﬁa@mm TR gé non LD a_;&oi:aods@*
12 Lo3neh.

Explain in detail the factors to be considered in selection of office location.
Be3e0 APC  soobhY Tonesdzwens VoSN, D[OA.

What is the purpose of maintaining records? Explain the classification (types) of
records?
ToDONTR, ITFLDN B eIBeDH?  TASAT B[NEFITOSD),  DTOR.

Explain the Principles of office organization.
30 BOPTITOD 3INTT, D[OA.
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10. -

11.

SECTION - D
ébzpan -3
Answer any ONE questlon out of Two questions. Each questlon carries 6 marks.
(1x6=6)
NS 0D B3 neQ ome‘é)mcs&a wom H3R evdoR. I[3 TJ oI @
VOBRSR), &raoad:sd . ' ,

Explain the different types of Stationeries used in today’s office.
WO IPOONY  WYBIDE DG 0030D  Se DI RODINT),  DBOR.

Draw a chart indicating different types of office layouts.
DG 0e30d  Be3ed DWVIDR), BREWDT Wk oF), WBWD.




