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1) All questions are COMPULSORY.
2) Figures to the right indicate FULL marks.

Q.1 Write short notes on any FOUR of the following;: (20)

a) Form Control

b) Decentralization
¢) Records

d) Filing

e) MS-Outlook

Q.2 Attempt any ONE of the following: (10)

a) List and explain principles of preparation of Reports.
b) Explain Organization Structure. What is the importance of sound organization
structure?

Q3 Attempt any TWO of the following: (10)

a) Define indexing. Explain how it is useful in Filing.

b) What are the different qualities of good Report?

¢) Explain how planning and designing is important for successful Office
System.

Q4 Attempt any ONE of the following: (10)

a) Who is Office Manager? Outline his functions. State the qualities of good
Office Manager.
b) Explain Office Cost Reduction and Cost Saving-Budgetary Control in detail.

Q.5 Attempt any TWO of the following: (10)

a) What do you mean by Office Stationary?
b) Explain in detail modern methods of Filing.
¢) What are the different phases of Data Collection?

Q.6 Attempt any ONE of the following;: (10)

a) Explain Record Management. List out the purpose and principle of Record
Management.
b) Explain briefly diagrammatic representation of Data.




