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First Year BBM Degree Examinations
’ August / September 2010
Directorate of Correspondence Course
COMMERCE
(Freshers)
Business Organisation and Office Management

Time: 3hrs.] [Max.Marks : 80
SECTION-A Q@n - &

1. Answer any THREE questions Each carries 5 marks :
IR Foeth JERER LoZor. IR 5 WosH: 5 x 3=15 Marks

1. What are Business ethics?
aséaSmd S Q0TTE?

2.  What are special reports?
D3eH SOONH D0TTER?

3. What is an organization chart?
Hoprime I Q0TTeI?

4. Write short note on Trade Associations.
mémd oy Wiy wa"icé 2030200.

5. State the characteristic features of Business.
aéwmdd mmogtaﬁ@ém‘_{ PR,

SECTION-B &R - D

II Answer any TWO questions. Each carries 10 marks :

SRPEEe 0% JFAeR Yook 3T 10 wosn: 10 x 2=20 Marks

6. What is Business Environment? What are its features?
B@TOT TWORT DOTVER? TT VFrNTRRD?

7. Discuss the importance of office.
Fe3e008 TRRDAFOLE, WFA.

8. Explain the procedure for the purchase of office stationery.
Fe3e00 TowIN, OO AIADI VN DWOA.

9. What is centralization of office services? Explain its merits and demerits.
323¢0 Re3riy 3e0DFTR D0TTE? VT WNTRY Tone STORBROINGT), DTOA.
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SECTION-C Q@R - 2
III Answer any THREE questions. Each carries 15 marks :
IR T TEACH G030, 3w 15 wosre: 15 x 3=45 Marks
10. Define Joint Stock Company. Discuss its features, merits and demerits.
BAD WORBTOY FoF QoBTeR? ©ud OFLNY, vBRLE TR OTIRBROINY,
WAFA.
11. What are Business combinations? Explain the reasons for Business combinations.
BIHO FoodeenIdngordemd? FFHOT FodRemINY FORNYR, DTOA.
12. What is filing? What are the essentials of a good filing system?
BFoesTLD DOTBeR? apefels.jetila @m:éa ©OBNYo)?
13. Who is office supervisor? Bring out the duties and responsibilities of office
supervisor.
5e3ed aﬁaec‘gﬁmda QOTTeT? Tled dac%zaadﬁﬁ 53Fdéﬁ°€b Tonp um&@pﬁﬁ?;ﬁi DDA,
14.  What is meant by office layout? Discuss its importance and principles.

geded DTI QOTWBERD? TO @maaés FTone 3%}1#&% 23e3F 2.

sk ok sk ook ke

Condt... 3



	I Year DBA230.jpg
	I Year DBA230-1.jpg

