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| Semester All U.G. Courses Examination, February/March 2024

(NEP) (Freshers and Repeaters)
BUSINESS ADMINISTRATION

Office Management (Open Elective)

Time : 2% Hours Max. Marks : 60

Instruction : Write the answers either in English or Kannada.

SECTION - A
QTN — D

Answer any five sub-questions. Each sub-question carries 2 marks : (5%2=10)

O30E)TIITTR 2T emﬁ—@aiﬁ@ﬁ eU3ON. T3 YD -X, jrﬁ 2 03N :
1. a) Give the meaning of modern office.
STOVT 52300 PF WY, AeR.
b) What is meant by electronic office ?
@cifm&gosf 730 D0WT DIV ?
c) Explain the meaning of record keeping.
50w F $eon bdrwa& QAROA.

d) What is meant by vertical filing ?
=33 (363) o 0WT O ?

e) Mention the types of office manuals.
32360 QRN T Fo0NTFRY LVeiedA.

f) Define centralization of office services.
Be8ed ReSNY Feol, e3TEID), <00

g) Mention any four objectives of filing.
%, Q0TS CARJ)Te T, QOB BN, IR

P.T.O.
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SECTION - B
AN~V
Answer any three of the following. Each question carries 4 marks : (3x4=12)

CIRYTHETR Roth T e Gugon. B8 BI 4 GoEnDd :

2. Explain the importance of maintaining records at office.
Be80030¢) TRDSNIRY, Ve &R m_)mabzsa’odo“% DR0A.

3. State the principles of office lay-out.
BT S-S B’B’?’\@Ri& DR,

4. What are the qualifications required for an office manager ?
SRR BRBewo N, DT BFBEINR 0ey) ?

S. State the essentials of a good filing system.
g Fdon® AT tﬁﬁ@’ﬁéﬁ@af&q QDR0R.

6. Briefly explain the different types of furniture required for an offices interior
decoration.

T3e003 w0 DO0TITE &TZ, D& DG 0e303d QeBRCTTTLNIRY, ROETEN
QDWOR.

SECTION-C
QRN—2

Answer any three of the following questions. Each question carries 10 marks - (3x10=30)
OORERTITTR =T BINOR evgor. T @é{ 1 10 ©03neh
7. Explain in detail the functions of a office manager.

BeIed wswm@a’éd FOOFTIFI), De3TeN QSOR.

8. Brief the different types of offices. Explain its merits and demerits.

DT DeBOR) FL3eONI) A0 TN WO BT BBRY B ORDISBRONIR)
WA,

9. State the components of office environment.
Be3ed TORTT PUBNTI), I0OR.
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10. Explain the difference between centralized and decentralized filing of office
manuals.

32360 3 QRN Be0d), 63,3 303) 2Fe00, (33 FDon® IBINT 5,89, R, 0A-

B

11. What are the different methods of presentation of data ?
TeEsd TR0 DG ITIDNRY 03RT)e) ?

SECTION -D
Qpan— &

Answer any one of the following questions. Each question carries 8 marks : (1x8=8)
OIRTRTTR 2080 FFT GVZ0R. B,3 BF 8 2087 :
12. Draft the cycle stages of files.
RONY G BOINS FT wBOWO.

13. Suggest few points in designing an office lay-out.
E300%° Se-T3e3° DAY, FOR) BOINE), AR,
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