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AOM-001 : OFFICE ORGANIZATION AND
MANAGEMENT

Time : 2 Hours Maximum Marks : 50

Note : (i) Attempt any five questions.

(it) All questions carry equal marks.

1. What is Modern Office ? Explain the
functions of modern office. 4+6
2. Explain the meaning of  records
management. Discuss various types of
records. 3+7
3. What do you mean by Data ? Explain about
data life cycle. 3+7
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What do you mean by Mail Service ?
Describe the stages involved in handling
inward mail. 2+8
(a) Describe the importance of office work

measurement.

(b) Explain briefly various techniques of

work measurement in the office.
5+5
Explain  various softwares used in

computers. 10

Explain any two of the following : 5+5
(a) Organisation Chart

(b) Employee Manual

(¢) Decentralisation of Filing

(d) Centralised storage of files in office

C-3297/AOM-001



[3] AOM-001

AOM-001

TR ST ShTehn
(sft. €. i)
L EIGRC PN
S, 2026
T3L.UH.-001 : RIS WIS 3T qaier

gHg ;2 qU2 SIfeHaH 37%F : 50

W (i) (= e 3o & I ST
(ii) T I P 3F GHA G

1. 3MYTh HEeE 1§ ? YR HEed & wEl
! AT whifIT | 4+6
2. Aferg wara & 19 @ e wifew) fafi=
YRR & SAferdl st ==l i | 3+7
3. T Y MY A A § ? T2 oA Tk 1 AR
IS | 3+7

C-3297/AOM-001 P.T.O.



[4] AOM—001
4. ST Har 9 A9 BN THIG & 2 fREr oo U«
(STh) i e § fafed =10l ! =are Sifse |

2+8

5. (%) AT o ™ A9 & Hacd i F0H hifold |

(@) HEfed & S °9A i 9= derdienl
g | guiF Hifeu |
5+5

6. HTIX T YK i Titeaaii Tl AT HifoT |

10
7. Trafafted 4 @ f<l @ W fewforf i @ 5+5
(&) e o

CHEXERRERLICKI]

(T7) IRl 1 TaehalehLul

(91) wEAl | HEal S haidhd USRI

X X XXX

C-3297/AOM-001



