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I Semester All UG Courses , February/March 2023
(NEP eme

BUSINESS ADMINISTRATION
Office Management (Open Elective)

Time : 2'lz Hours Max. Marks : 60

lnstruction : Answer should be completely witten in English or Kannada.

SECTION _ A

)

Answer any five ol the following. Each carries 2 marks.

olndtcaddo a& -"11d*rl9li e,edOlr. q,.9 {,6ori 2 erodrld:.

1. a) Mention the components of Gomputer.
do{lad [.3dd # [Jdrl$ib iEilaatu.

b) Define filing.

{Oon" er&4q$idar,.

c) What do you mean by hygiene ?

{,d>re.t, ooddedt ?

d) What is meant by ventilation ?
dou3dedor aodded; ?

e) Define office layout.
d$eo ad)rid sEd$addddr R,rA.

f) Give the meaning ot modern office.
sd)od E€foo$ edFd$ &fa.

g) Mention any 4 management functions ol modern office'

sd>Od dqJeoob obdoaddn 4 Odrd6) roobrilgd: e,rld-esDtu'

SECTION _ B

Answer any three of the following. Each carries 4 marks'

obdoadoL $Jo$ 4,d4rled s!do:r' E'9 {,d*ri 4 erodrld:'

2. Brielly discuss the functions of modern office'

erd)Od dqJeoo$ oo$rz'l$d: ioldaEn ?3?":r:i'

3. Mention the factors in selecting office location'

dql€o n9d$4 so$ddD&do-d eodd9'bq ddrooft'
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4. Mention any 6 principles to consider in choosing office furniture.

dqieo aednedddead$$o uodco d>dlaail dorisdideard olld6-.dd,o 6 d-ddil$d)
.^\.1 6 6n e

5. W; are the advantages and disadvantagos of centralised filing ?

deoQedrd -"gOon6d edJd,aerl$b d:d: eood:tiooilet c3>{{ r
6. Mention any 6 differences between data and inlormation.

cleaod atl6 dJE&eoO dc$ad obd;orddro 6 d,,6rdirl9$4.99:r.

SECTION - C
Answer any three of the following. Each carries 10 marks. (3x10=$Q)

otadoaddro &Ja$ E,d4ileri sDdo:r. E!3 Ed{ri 10 eodiido.

7. Explain various principles of office layout.

deieo auJjtd OaC 3d-rl9$ sio&.
8. Explain types of office environment.

ddeo doidd d,E;dd$& odo:,.

9. Write a detailed note on classification ol file.

ddd dnerddead rJri eddorJd t"3dsd ?rdo0)o.n.J

10. Write a note on merits and demerits of office mechanisation.
ddeo o*aogeddeod ed)d..re d:d: eed"oabEner.lddi adotu.

11. Explain in detail various functions and dutties ol office manager.
dqJeo d,,dfJoddd oaC aJo$rilst dJe ddr:drildd: DaJO:J.

SECTION_ D

Answer any one ol the following. Each caflies g marks.
otad;oaddro r.ocf: {,dnri erudo,x. E,C €,dqd 

g erodilsi:.

12. a) Explain various types of organisation structure.
aad oeeo$ iofluld da3do$dl ado,r,

OH /erfm
b) Discuss the functions of records marragement.

o.nd Odrddo$ Eaobrdsjab driF:t.

(1x8=8)


