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(For the candidates admitted from 2008-2009 onwards)
B.Com. DEGREE EXAMINATION, APRIL/MAY 2018.
Fifth and Sixth Semester
OFFICE ORGANISATION

- (Common for B.Com. (CA))

Time : Three hours Maximum : 75 marks
SECTION A — (10 x 2 = 20 marks)

Answer ALL questions.

1. What is meant by office environment?
DIYICUGE GLPE GTETDITE) GTGTEnT?

2.  What is an open office?
HDHS SQICUMSLD GTGTDITE) GTENEH ?

55 Define “ office organisation’.

“ SigIeuS SIEnDLIL] - QUETWI).

10.

What is meant by Decentralisation?
LITEUeOTESLD TGN GILIM(heT Wimg)?
State the meaning of an office form.
SDIDICIDS LIlgeULD ETaTLIgET GLITHET S(Hs.
What is circular?

SHDOEENS TG GTE6n?

What is stationery?

6T(pg1 CLIT(HLSET GTEDTED GTeuen?

What are the objects of filing?
CariiLedlen GHI&smIGET WTene?

Mention any two types of Duplicating machines.

5 TREGD Qupdrsder gGCaaib Q@M eumssme
GIMIEIGES

What is Electronic Data Interchange?

Sleengn Srey LfmhmLb eTemmmed 6reTen ?
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(a)

(b)

(a)

(b)

SECTION B — (5 x 5 = 25 marks)
(Internal Choice)
Answer ALL questions.

Bring out the importance of modern ofﬁce.
peian igeiwssdar WaAussiausms Qauafls
Qamemis.

Or

What are the steps to be taken to minimise
noise in an office?

SIS HeDd slIgEms
BL QI EMESHET WITEHE?

G®DUILISDSTET

Explain the types of organisation chart.

SIDIEUDG S|l aﬁ?mé;asum_gﬁs&r GUHNSHFHENGT

elend (5.
Or

Specify the areas in office organisation
where centralisation is desirable.

DAPEINSE  SepwLileD THOSHS uGSlsaflenr
mm(uuu@g}g;@é) aﬂ@muggé;ag,nas S| ENLOWLD
erarLens GO a|ib.
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14.

15.

(a)

(b)

(a)

(b)

(a)

(b)

Explain the characteristics of a well designed
system.

BT (S QUG QUEHLOGSLILIL_ L el e
QuisLsener efland@e.
Or

How can office correspondence be classified?

ARG AL
aemsLiIL(HSgeumus?

Qam_irenu eTeueUm)

What are the ways and means to reduce the
stationery cost? Explain.

apg  Cunmlsefler  Geaweysmar  Gopés
erenilanenan cuifleuanaser o draren? aflemésea, L.

Or

Explain the functions of filing system.

- Gamindld apenmulen Laflsamer efleréEs.

What are the different types of furniture
used in modern office?

paien  ogewasdd  LwaLGSSILGS @D
Sfempseansater LGN eSS Limane?
Or

What are the components of computers?
Explain.

sanflantiulien snmiser wrenas? eflerdseLh.
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18.
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SECTION C — (3 x 10 = 30 marks)
Answer any THREE questions.

Discuss fully the basic principles of office layout.

Ieu@s aligeuamliiber SigliumL. derarenssemen

ppeugions efleurdléaa|id.

How can delegation be made more effective?

Explain.

<Hany glinemi e ereueurm idls SmbuL QW

GQuign? eferdaaeLb.

What are the various consideration you will keep

in mind while designing the office forms?

SIPIEINS LG UBIGEET  aulgeuamdGh  Qumipsg 5
weardled Garearer  Ceuanmgw UbCeum HHESISSHET

676070l GUTEDTEnT ?
Explain the kinds of indexing.

L srrdluldlen auensaenem 6l emd@s.
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20.

Explain the advantages and disadvantages of

mechnisation in an office.

DQeiws  QuUBSriubsg sl ﬁ;e&rmma;eh WwHmILD

Eenwsmer eleTéseLb.
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