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I Semester B.B.A. Degree Examination, F ebruary/March - 2024
BUSINESS ADMINISTRATION
Office Organization and Management (OEC)
(CBCS NEP Scheme F+R)

Paper : 1.5 :

Time : 2'2 Hours Maximum Marks : 60
Instructions to Candidates:.

Answers can be written in English or in Kannada.

SECTION - A
AFNR - D :
Answer any FIVE questions out of Seven questions . Each question carries
Two marks. ' ' (5%x2=10)

NS DY IJAYY SRPmEce Dmd IJRER €vI0 Aed. I3 FIR 2 woIn.

1. a) What is meant by office?
330 OTWBED?

b) Define office environment.
3e3ed WORT  DOTTBEN?

c) What is centralization of office?
3e00e8 3 330 TF3  LoBTeD?

d) State any fwo qualities of an office manager.
Te3ed d@m@wéa DOVD DOV,  39A.

e) What is Ventilation?
MY  (F0TONT)  Q0TTED?

f) Mention any two modern methods of filing.
SR8 POOoN'S OIRRBE 0D APIINTD), S9A.

g) What is records management?
DoDSNY dIF®B  DOTTED?
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SECTION - B
gt - W

Answer any FOUR questions out of five questlons Each question carries Five
marks. (4%x5=20)

BONS omd IIRY olpYmemte TN, 3o LoZdA. [ IR N VoI,

Explain any four functions of office manager.
8e3¢D aséas*:wss O3RN TOTD T, FOODF YT DBOR.

Discuss various types of offices.
A  de3od ilieﬂetbrvée:'n.=l We3FR.

EXpluin different types of furnitures and fittings used in the office.
300D WHRT DIF 080D  WeBRETITLAND I QEONTTR),  DWOR,

Explain the need of office management in the business organization.
WRFPC  XOZONY  Fed JITFBHROD . WRZINTI),  DTOA.

Write the imbortance of lighting and ventilation in the office.
3300 BID  DDH MOVOH  DBI[R,  WBOWO.

SECTION - C

AYAD ) S
Answer any TWO questions out of Three questions. Each question carries
12 marks. (2x12=24)

NS Dt IBAYY RJmemte SO IFneR  wv3dR.  Hecdeowsn
12 - @oBR. | i

Explain in detail the factors to be considered in selection of office location.
3e3ed YD &Y  TOnedResos VOINIR), DBJOR.

What is the purpose of maintaining records? Explain the classification (types) of
records?

ma)dn%b AIF LR wdeeﬁéem‘) ToBR whes-—isdtaam WTDA.

Explain the Principles of office organization.
33D NOPWIoD  IIAET, D[OA.
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SECTION - D
, Ao - B
Answer any ONE question out of Two questions. Each question carries 6 marks.
‘ (1x6=6)
NS OO gﬁdﬂvg O3RJ)TWBR  2,0H gﬁdﬁ e3da. 3 g%o:bo e300
@o@ﬁ@&d drao&cbgd,

Explain the different types of Stationeries used in today’s office.

Q00T BHOODY  wURLIHT DT 0ed0H  SedT RODNITR), + DTOR.

Draw a chart indicating diffcrent types of office layouts.
ATAIA SR o1 -Tou VI Th 16 amémmd TRWBMD  WordF SN 2TOWD.




