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F.Y.B.Com. (External) Examination March - 2026
Office Management (Paper - I)

YA« : / Instructions Seat No.:
(1)  GuRisd caidd [@31dl Grradl w2 »law qudl. HEEENN
Fill up strictly the above details on your answer book.

Student’s Signature

u.1. Answer in Brief (Any Five) 20
1. UuRdy »lils g 97
What is paperless office?
2. s HIU Y97
What is work measurement?
3. S 7
What is indexing?
4. lilsu At (@Al vied 97
What is decentralized office service?
5. il g1 9 97
What is office form?
6. o2l visn g 97
What is budgetary control?
7. 25U 24 sid 5641 ?
What is office report?
8. sid wrlasrgl vied 9?
What is work simplification?
9. 3s1¢ oanagll g 97
What is record retention?
10, AHY 2 l2d 97
What is time study?

.2, (1)  ilsu HelorHeeel [AtIdl dHondl. 08
Explain principles of office management.
(61) 25 lAAL IAEL Aol 08
Explain advantages of office accommodation.
waal [ OR
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u.2.

W.3.(21)

u.3.

u.S.

u.S.

u.6.

ii[guHl @lR) usal Astilds HeorHedl [REUIAL U404l
Explain scientific management principles applied to office.

15[ [z Yeuisd yuondl.
Explain evaluation of filing system.
wii[5u d2UG24 Hecd UHoNl.

Explain importance of office layout.
w24l [ OR

1185 25l QaOsdil a4oal.

Explain characteristics of modern office.

i[5 UelorHeael s1dl UHondl.

Explain the functions of office management.

Vi[5 ABliel Sestls21Al 1AL AUl

Explain merits of centralization of office services.
w24l [ OR

2518 HelorHer s1dsHe HeUisd UHonAl.

Explain evaluation of records management programme.

V(5™ HI2 2UY HeloyHeaed, Hecd UHONAL

Explain importance of space management in office.

Sedlseior g 97 del [Afan usikl dHondl.

What is indexing? Explain various types of indexing.
w24l [ OR

2518 9 97 ARl g15(@01 Rizeu«dl dialdsail uxoadl.

What are records? Explain characteristics of a good filing system.

Write Short Note (Any Two)
wiif5u d2UG2L Al QgL
New trends in office layout
4[5 gleSleo1 A1l
Modern filing devices

Al AeUA

Motion study

i[5 d21G2 vHdlsr<

Office layout planning
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