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considered while designing office forms. 15

"B BT & T B b SMIRYT ITBRT &1

feuot Sl vt 1 e =a 9T sae @
M g fafte geot &1 fooas sifsmel

(a) What are the essentials of a sound sys-

tem of stationery control? Explain. 7%
R A0 3 e Igg USld B TIE ad
®H ¥ &€ W il
(b) Discuss the procedure of handing inward
mail. 7%
3TAE S T DI fhaTater P FHSS |
Unit - IV
BTS - IV
What is e-commerce? State the advantages
and limitations of e-commerce. 15
<-IUR &1 Bl 27 S-SR B AT TAT TP 13
@& quie DI
What do you understand by the term ‘office

reports’? Discuss the stages of report writ-

ing. 15
BT YiddeT I 31T T THSId 2?2 Braterd Ufcded
G DI AR BT 3o DIfoTe|
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BUSINESS ADMINISTRATION
(Office Management)

Time Allowed : Three Hours ] [ Maximum Marks : 100
Note : Answer five questions in all. Question No.

1 is compulsory. In addition attempt one
question from each unit.

T U 21 & IR Alfore| 9o . 1 e 7

36 JARTh TIH SHe J b 99 Pl
Explain the following in brief: 4x10=40
F=foRaa o dev ¥ e ifswe -

(a) Functions of a modern office

IMEYHH BT & P
(b) Elements of office management
HRATTT UG & dd
(c) Characteristics of a good report
TS 31 Uidded & AT e
(d) Flow-charts
TAl-ae
P.T.O.



(2)
(e) E-payment systems
- Ui yomforat

(f) Computer input and output devices

HRYCR | YY<H B dTet SYC AT 313cYC HIeH
(g) Modern methods of filing
ARIDBROT B 3 faferat

(h) E-communication modes
S-INUT YTt

(i) Paperless office

PATSTAE BT
(j) System development life cycle
yoent faerr Sfad a%
Unit-1I
BT - I
What is meant by the term ‘office’? Discuss its
importance in modern organizations. 15
‘PRI’ | T A 7° YD oAl H THD
e & fdaT= P

(a) Discuss the various factors affecting of-

fice location. 72

PRI o TAT BT gHifad o= g [l
Uedh! BT quie dIfSTe|
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3)
(b) What is meant by office systems? Dis-

cuss the advantages of sound office sys-

tems. 72
orafaa ughma 3 g1 3 &? Yo sty
UGl & oYl P 3eeRg DI

Unit - II

BTS - 11
What do you understand by the term Com-
puter Operating System? Also discuss the func-
tions of an operating system. 15
‘HGeX IMRIET Rcew' & smuer aar aifimmg &7
TRfET Rivewd & fafie st &1 A 3o difore|
How can use of ICT (Information and Com-
munication Technology) facilitate the working
of an office? Explain. 15
AT T4 N7 SR (315 W.EY.) & TanT i
YBR BIAC & Bl BT GAemse §IdT &° W
@ifoe|

Unit - ITI

IBTs - I1I
“Forms are the basic tools of all office work.”

Comment. Discuss the different factors to be

C-930 P.T.O.



