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Part  III — Vocational Subjects

(Commerce and Business Area)

A¾Á»P ÷©»õsø© / OFFICE  MANAGEMENT

( uªÌ ©ØÖ® B[Q» ÁÈ / Tamil & English Versions )

÷|µ® : 3 ©o ] [ ö©õzu ©v¨ö£sPÒ : 200

Time Allowed : 3 Hours ] [ Maximum Marks : 200

AÔÄøµPÒ : (1) AøÚzx ÂÚõUPÐ® \›¯õP £vÁõQ EÒÍuõ Gß£uøÚ
\›£õºzxU öPõÒÍÄ®. Aa_¨£vÂÀ SøÓ°¸¨¤ß, AøÓU
PsPõo¨£õÍ›h® EhÚi¯õPz öu›ÂUPÄ®.

(2) }»® AÀ»x P¸¨¦ ø©°øÚ ©mk÷© GÊxÁuØS®
AiU÷PõikÁuØS® £¯ß£kzu ÷Ásk®.  £h[PÒ ÁøµÁuØS
ö£ß]À £¯ß£kzuÄ®.

Instructions : (1) Check the question paper for fairness of printing.  If there is any lack of

fairness, inform the Hall Supervisor immediately.

(2) Use Blue or Black ink to write and underline and pencil to draw diagrams.

No. of Printed Pages : 11
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£Sv & I / PART - I

SÔ¨¦ : AøÚzx ÂÚõUPÐUS® Âøh GÊxP.

Note : Answer all the questions.

I. (A) öPõkUP¨£mh |õßS ÂøhPÎÀ ªPÄ® HØ¦øh¯ Âøh°øÚ
÷uº¢öukzx SÔ±mkhß Âøh°øÚ²® ÷\ºzx GÊxP.

Choose the most suitable answer from the given four alternatives and write the
option code and the corresponding answer.

15x1=15
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1. £iÁ[PÎß E£÷¯õQzuø» C¯¢vµ©¯©õUQ, u¯õ›zuÀ ©ØÖ®
|Pºzx® ¦v¯ AqS•øÓ __________¯õS®.

(A) |ÃÚ AqS•øÓ

(B) •øÓ¨£kzu¨£mh AqS•øÓ

(C) E¸ÁõUS® AqS•øÓ

(D) •øÓ¯õÚ AqS•øÓ

The new approach which deals with the mechanisation of use, preparation
and movement of form is known as __________ approach.

(a) Modern Approach

(b) Systems Approach

(c) Creative Approach

(d) Formal Approach

2. A¾Á»Pzvß ‰»©õP __________  uPÁÀ öuõhº¦ •øÓPÒ
£»¨£kzu¨ £kQßÓÚ.

(A) ÷©À÷|õUQa ö\À¾® uPÁÀ öuõhº¦

(B) RÌ÷|õUQ Á¸® uPÁÀ öuõhº¦

(C) ÷©À÷|õUQa ö\À¾® ©ØÖ® RÌ÷|õUQ Á¸® uPÁÀ
öuõhº¦

(D) CvÀ HxªÀø»

Through the office, __________ channels of communication are fostered.

(a) Upward Communication

(b) Downward Communication

(c) Upward and Downward Communication

(d) None of the above
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3. öá÷µõQµõL¤ GßÓõÀ __________ £h[PÒ GÚ¨£k®.

(A) E»º¢u (B) ÷Põmka\mh

(C) uÁÓõÚ (D) Aa]h¨£mh

The term xerography means __________ pictures.

(a) Dry (b) Grid

(c) Faulty (d) Printed

4. A¾Á»P ö\¯À£õkPÒ C¯¢vµ©¯©õUS® •iÄPøÍ {ºn°UP
__________ Ai¨£øh°À £›^¼UP¨£h ÷Ásk®.

(A) ö£õ¸Ò (B) øP÷¯k

(C) ö\»Ä (D) •iÄPøÍ ö£õÖzux

The decision to mechanise office operations should be determined by
__________ considerations.

(a) Material (b) Manual

(c) Cost (d) Result-oriented

5. PiÚ©õÚ ChÁø©¨¦ {PÌÄPÐUS G¢u Âu©õÚ E£Pµnzøu
÷uº¢öukUP ÷Ásk® ?

(A) Põ¢u AmøhPÒ (B) PoÛ \õº¢u ÁiÁø©¨¦

(C) Pm AÄm (D) ¨ÍõìiU ©õv›PÒ

What is most likely tool of choice for more complex layout projects ?

(a) Magnetic boards (b) Computer-Aided design

(c) Cutouts (d) Plastic models

6. J¸ A¾Á»P® Chzvß Aø©¨¦ GÆÁõÖ C¸zuÀ ÷Ásk® ?

(A) \xµ® (B) ö\ÆÁP®

(C) I Aø©¨¦ (D) £kQøh Aø©¨¦

Which is the ideal shape of Office Accommodation ?

(a) Square (b) Rectangular

(c) I-shaped (d) Horizontal
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7. £À÷ÁÖ £iÁ[PÎß ^µõÚ AÎ¨¦US Gx ÷uøÁ ?

(A) £iÁU Pmk¨£õk (B) £iÁ ÁiÁø©¨¦

(C) £iÁz öuõS¨¦PÒ (D) CÁØÔÀ GxÄªÀø»

What is required to ensure regular supply of various forms ?

(a) Forms Control (b) Forms Designing

(c) Form sets (d) None of the above

8. __________ Gß£x ö©õzuU öPõÒ•uÀ BS®.

(A) ø©¯U öPõÒ•uÀ

(B) xøÓU öPõÒ•uÀ

(C) Cµsk®

(D) CÁØÔÀ GxÄ® CÀø»

__________ means buying in bulk.

(a) Centralised purchasing

(b) Decentralised purchasing

(c) Both

(d) None of the above

9. __________ {ø», ©v¨¦ªUP BÁn[PøÍ¨ £µõ©›zuÀ ©ØÖ®
÷uøÁ°À»õu Põ»õÁv¯õÚ BÁn[PøÍ }USuÀ BS®.

(A) £õxPõUS® (B) E¸ÁõUS®

(C) }US® (D) «m¦

The __________ stage deals with preserving valuable documents and doing
away with unnecessary expired documents.

(a) Storage (b) Creation

(c) Disposal (d) Retrieval
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10. •iÄ GkUS®÷£õx __________ uÂºUP¨£h ÷Ásk®.

(A) \mh•øÓz ÷uøÁPÒ

(B) öuõhº¦øh¯ uPÁÀPÒ

(C) ©õÖ£k® Aµ]¯À `Ì{ø»

(D) ³QzuÀ ©ØÖ® EÒÐnºÄ

__________ should be avoided when taking decisions.

(a) Statutory requirements

(b) Relevant facts

(c) Changing political scenario

(d) Guess work and intuition

11. J¸ Piuzvß øPö¯õ¨£¨ £Sv __________ GßÖ® AøÇU
P¨£kQÓx.

(A) £uÂ¨ ö£¯º (B) £õºøÁ Gs

(C) E£a\õµ •iÄ (D) ÁnUPÄøµ

The subscription of a letter is also called the __________.

(a) Designation (b) Reference number

(c) Complimentary close (d) Salutation

12. ¹£õ´ ÷|õmkPøÍ÷¯õ AÀ»x ©v¨¦ÒÍ BÁn[PøÍ÷¯õ
__________ ‰»©õP AÝ¨£»õ®.

(A) Põ¨¦ Ag\À (B) Ag\À £nÂøh

(C) Ag\À Bøn (D) ©v¨¦ ö\¾zuzuUP Ag\À

The currency notes or valuable documents can be sent by __________.

(a) Insured post (b) Money order

(c) Postal order (d) Value payable post
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13. PoÛø¯ E¸ÁõUS® C¯À £õP[PøÍ PoÛ°ß __________
GßÖ AøÇUP¨£k®.

(A) ö©ßö£õ¸Ò (B) vøµ¯P®

(C) Áßö£õ¸Ò (D) ©zv¯a ö\¯»õUS® £Sv

The physical components that make up the computer system forms the
__________.

(a) Software (b) Monitor

(c) Hardware (d) C.P.U.

14. Áø»°À ö\´vPÒ  __________ ÁiÂÀ QøhUQÓx.

(A) « Cøn¨¦

(B) «Äøµ

(C) «Äøµ ©õºU ö©õÈ

(D) Áø»¨£UP®

Information on web is made available in the form of __________.

(a) Hyperlink

(b) Hypertext

(c) Hypertext Markup Language

(d) Web Page

15. J¸ ÷Áø»°ß Kmh®__________ vø\°À C¸UP ÷Ásk®.

(A) •ß£UP® (B) ¤ß£UP®

(C) ÷©÷» (D) R÷Ç

The flow of work should be in a __________ direction.

(a) Forward (b) Backward

(c) Upward (d) Downward
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(B) K›¸ ÁõºzøuPÎÀ Âøh¯ÎUPÄ®. 15x1=15

Answer in a word or two.

16. £» ÁøP¯õÚ ÷©»õsø© £oPÒ ¯õøÁ ?

What are the various management functions ?  List them.

17. C¯¢vµ©¯©õUSu¼ß C¸ ÷|õUP[PøÍ GÊxP.

Write any two objects of mechanisation.

18. A¾Á»P Ch vmhªku¾US ©Öö£¯º GßÚ ?

What is the other term for office space planning ?

19. A¾Á»P AÎ¨¤À EÒÍ H÷uÝ® Cµsk •UQ¯©õÚ ö\¯À
GÀø»PøÍU SÔ¨¤kP.

List any two important areas of office supply.

20. £UPa _mhPµõv (A) ¦zuPa _mhPµõv°ß ©Öö£¯º GßÚ ?

What is the other name for "Page or Book Index" ?

21. JÊ[PõÚ £vÄ £õxPõzu¼ß ©Öö£¯º GßÚ ?

What is the orderly maintenance of records otherwise known as ?

22. £kQøhU ÷Põ¨¤À ÷Põ¨¦PÒ £µõ©›UP¨£k® •UQ¯ ÁøPPÒ
¯õøÁ ?

What are the main types of files maintained under horizontal filing ?

23. EÒÁ¸® Ag\À £v÷ÁmkUS ©Öö£¯º ¯õx ?

What is the other name for Inward Mail Register ?
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24. J¸ Â¯õ£õµ Piuzøu GÊx® ÷£õx ÷uv²hß SÔ¨¤h
÷Ási¯x Gx ?

What should always be mentioned along with the date, when writing a
business letter ?

25. £¯ÚõÍ›ß ÷uøÁPÐUS¨ ö£õ¸zu©õÚ {PÌa] {µ¼ß ö£¯º
¯õx ?

Name the program written to suit the needs of the user.

26. CÀ»¨ £UPzvß ©Öö£¯º GßÚ ?

What is the other name for Home Page ?

27. iâmhÀ ÂÁµzøu \ªUøb¯õP ©õØÖ® ªßÚqU P¸Â°ß
ö£¯º GßÚ ?

Name the electronic device that converts digital data from computers into
signal.

28. J¸ ^µõÚ ÷Áø» KmhzvÀ Gx Põ»uõ©u[PøÍ²®, uÁÖPøÍ²®
SÔUQÓx ?

What minimizes delay and error in the smooth flow of work ?

29. A¾Á»P øP÷¯kPøÍ E¸ÁõUP G¨£õoø¯ E¸ÁõUP
÷Ásk® ?

Which style should be used in drafting the office manuals ?

30. A¾Á»P ÷\øÁø¯ ÷©®£kzu Gx EuÄQÓx ?

Which helps in improving the service rendered by the office ?
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£Sv & II / PART - II

II. GøÁ÷¯Ý® £zx ÂÚõUPÐUS ©mk® JÆöÁõßÔØS® I¢x Á›PÐUS
ªPõ©À Âøh¯ÎUPÄ®.

Answer any ten of the following questions not exceeding five lines each.

31. £»ÁøP¯õÚ A¾Á»P[PøÍ £mi¯¼kP.

List the different types of offices.

32. Ag\À ÂÀø» £v²® ö£õÔ°ß £¯ßPÒ ¯õøÁ ?

Write the uses of Franking Machine.

33. A¾Á»P¨ £iÁ[PÒ GßÓõÀ GßÚ ?

What is an "Office Form" ?

34. ÷Põ¨¤hÀ ö£õ¸Ò ¯õx ?

What do you mean by filing ?

35. ö£õ¸ÒÁõ› ¤›zuÀ Gß£uß ö£õ¸Ò ¯õx ?

What is meant by subject-wise classification ?

36. ""E°öµÊzxa _mhPµõv'' GßÓ £uzv¼¸¢x } GßÚ ¦›¢x öPõÒQÓõ´ ?

What do you understand by the term "Vowel Indexing" ?

37. "¤ß SÔ¨¦' ‰»® AÔ¢x öPõÒÁx ¯õx ?

What do you understand by "Post Script" ?

38. Áß ö£õ¸Ò GßÓõÀ GßÚ ?

What is Hardware ?

39. Cøn¯ Cøn¨¤ØPõÚ ÷uøÁPÒ ¯õøÁ ?

What are the requirements for connecting to the internet ?

40. "Áø» ÷©÷»õi' £ØÔ ]Ö SÔ¨¦ ÁøµP.

Write a note on web browser.

10x4=40
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41. "\•uõ¯ Áø» Cøn¯®' £ØÔ ]Ö SÔ¨¦ ÁøµP.

Write a short note on Social Networking.

42. ÷Áø»÷¯õmh® GßÓõÀ GßÚ ?

What is Flow of work ?

£Sv & III / PART - III

III. GøÁ÷¯Ý® I¢x ÂÚõUPÐUS ©mk® J¸ £UPzvØS ªPõ©À
Âøh¯ÎUPÄ®.

Answer any five of the following questions not exceeding one page each.

43. C¯¢vµ¨£kzu¼ß ÷|õUP[PÒ ¯õøÁ ?

Explain the objects of mechanisation.

44. J¸ A¾Á»PzvÀ \zuzvß ¤µa]øÚø¯ ÂÍUSP.

Describe the problem of noise in an office.

45. £iÁ[PÎß ÷|õUP[PÒ ¯õøÁ ?

What are the purposes of Forms ?

46. ö\[SzxU ÷Põ¨¦ GßÓõÀ GßÚ ? C®•øÓ°ß |ßø©PÒ,
SøÓ£õkPøÍ GÊxP.

What is vertical Filing ?  Bring out the merits and demerits of this method.

47. J¸ ö\¯»º BÁuØS ÷uøÁ¨£k® uSvPÒ ¯õøÁ ?

What are the qualifications required to become a secretary ?

48. ö©ß ö£õ¸Îß ÁøPPÒ ¯õøÁ ?

Explain the types of software.

49. uoUøP¯õÍµõP ¯õøµ {¯ªUP»õ® ? AÁ¸øh¯ Phø©PÒ
¯õøÁ ?

Who can be appointed as an Auditor ?  What are his duties ?

5x10=50
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£Sv & IV / PART - IV

IV. GøÁ÷¯Ý® |õßS ÂÚõUPÐUS ©mk® ‰ßÖ £UP[PÐUS ªPõx
Âøh¯ÎUPÄ®. ÷uøÁ¯õÚ Ch[PÎÀ £h® Áøµ¯Ä®.

Answer any four questions not exceeding three pages each.  Draw diagrams wherever
required.

50. J¸ A¾Á»P ÷©»õÍ›ß £oPÐ® Phø©PÐ® Jß÷Óõk JßÖ
Cøn¢uuõS®. Â›ÁõP ÂÍUPÄ®.

The functions and duties of an Office Manager go hand in hand.  Explain in
detail.

51. Po¨ö£õÔPÎß £oPÒ, |ßø©PÒ ©ØÖ® wø©PøÍ Â›ÁõP ÂÍU
PÄ®.

Bring out in detail the functions, advantages and disadvantages of computers.

52. vÓ¢u A¾Á»Pzvß |ßø©, wø©PÒ ¯õøÁ ?

Describe the advantages and disadvantages of Open Office.

53. A¾Á»P GÊx ö£õ¸mPÒ ÷uº¢öuk¨£vÀ ¤ß£ØÓ ÷Ási  ̄Põµo&
PøÍ ÂÍUSP.

Explain the factors to be considered for selecting stationery.

54. J¸ ÁoPUPiuzvß ÁiÁø©¨¦¨ £ØÔ Â›ÁõP ÂÍUPÄ®.

Explain the structure of a Business Letter.

55. ©UPÒ öuõhº¦ ÷©»õÍ›ß £À÷ÁÖ £oPÒ ©ØÖ® £s¦PÒ £ØÔ
ÂÁ›UPÄ®.

Explain the various functions and qualities of a Public Relations Manager.

- o 0 o -

4x20=80


