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Instructions: 1) All questions are compulsory.

2) Figures to the right indicate full marks.

Q1) Define the term ‘Office Location’. Describe the factors affecting Office Location. [15]
Q2) Explain the meaning of Office Environment along with its types.
Describe the importance of Office Environment. [15]
OR

Q2) What do you mean by the Functional Organisation? State its merits and demerits.

Q3) a) Explain the objectives of Record Management (8]
b) Explain the benefits and limitations of Office Manual. [7]
OR

a) Explain the Principles of Designing of Office Forms
b) Explain the External Sources of Recruitment.
Q4) Write Short Notes on any three [15]
a) Aims of Scientific Management
b) Objectives of Recruitment
¢) Importance of Office Organisation.
d) Digitalisation of Record

e) Importance of Modern Office



