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SECTION-A 

SECTION-B 

Answer any FIVE of the following questions 

6) Explain any five functions of an office 

7) Write any five characteristics of office Planning 

8) Give Classification of Files 

9) What are the essentials of a good indexing. 
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10) Explain the barriers to Communication 

11) Explain the Modern filing methods 

12)What are the Qualities of a Supervisor 

13)Explain the Forms of Letters 
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Answer ALL the questions 

SECTION-C 

14) (a) What are various departments of a modern office? Explain. 

(b) Describe the functions of an office manager 

(OR) 

(OR) 

15) (a) Define Office Layout and explain it's Objectives. 

(b) State the merits of mechanization of Office. 
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16) (a) Give the classification and arrangements of Files with examples 

(OR) 
(b) Differentiate an Office system from Ofice Procedure 

17 (a) Explain the types of Communication 

(OR) 
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(b) Define Report writing and Explain different types of Report writing. 

18) (a) Explain the guiding principles of Form designing 

(OR) 
(b) Explain the functions of a Supervisor. 


