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English Version [Max. Marks: 100]
Q.1 Answer in brief 20

What do you mean by Office work?

List out the limitation of time study?

What do you mean by indexing?

What do you mean by paperless office?

Explain the word office management.

What do you mean by decentralized of office?
Define the word office layout.

What are the main functions of office manager?
Is office work unproductive? Give two reasons?
10 What do you mean by Form?
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Q.2 Explain scientific office management. How will you manage Scientific 16
management in office?
OR
(a) Explain the objectives of Administrative Office management. 8
(b) Why is space management so important for offices? 8
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Q.3 (a) Explain the function of office management. 8

(b) Explain various principles of office management? 8
OR
(a) Explain new trends in office layout. 8
(b) Explain the merits of centralization of office services. 8
Q.4 (a) Explain special Characteristics of Office. 8
(b) Explain different cost reduction methods. 8
OR
What do you mean by records? Explain the characteristics of good filing 16
systems?
Q.5 (a) Explain various Principles of office Layout. 8
(b) Explain the importance of office. 8
OR
Give Advantages and disadvantages of Private Office. 16
Q.6 Short Notes (any two) 16

(1) Types of Budget

(2) Modern Filing Devices

(3) Centralized filing system

(4) Bases of depart mentation of office
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Gujarati Version [Max.Marks.100]
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