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Part III — Vocational Subjects

(Commerce and Business Area)

IVI6u605 Geonessrens / OFFICE MANAGEMENT

(sWlp wHmb e eufl / Tamil & English Versions )

Crrb : 3 et | [ Qurss wHiGluamser : 200
Time Allowed : 3 Hours | [ Maximum Marks : 200
Sdlejemraet : (1) Soarsg edlarmss@pd slwrs ueurd o dreTsT ereamLSaman

sflurisgs Camerere]b. NF&HLLS N GampulmLller, amms
sansrentiliurerflb o | anquwirgsd Csfellssea .

2) feob ooz smUYy owulmear LLEGCWL W USDHEGLD
S &CHMg(HeusH@D LweT(hds GCeuer(hd. LILBISET eUamFeUSN S
Quenfled LweT(HSHe| .

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.

U@&S| - 1/ PART - I
GSNILIY : Siemeuisgl elarmésErdEGn alenl 6r(pgis.
Note : Answer all the questions.

L (A) Gsr@s&suulL kreng el safle Waeb ghyamLuw edlenL_udlener
CaibAshss @MW OLer edeLulemeanyn Carsg 6r(ps)s. 15x1=15

Choose the most suitable answer from the given four alternatives and write the
option code and the corresponding answer.
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1. ugeumgefler o LCWTSGsme QuibSToWLrES, SWTTHsa WHMID
PSTEEID USL Sgn@pep W
(1) peier igniEipeoD
(=) P@PULGSSILILL ATDIGLPEOD
(@) 2GuTsEL AWDIGPDD
(7F) (popLITer ignIGU®D

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

(@) Modern Approach
(b) Systems Approach
(c) Creative Approach
(

d) Formal Approach

2. SQeuessdern epeowomrs F&HUE QSTLITL| (PEODSEET
veolu®SsL L &lerme.

(=1) Caolrradls QFoeid $aHeue T
(<=1,) SLCHTEH QUL sHeUD CFTL T

(@) CoaCprafls Qgwabd whmnib SPCHTEE eumD Fseue
QgL

(FF) @bl ergiblevene

Through the office, channels of communication are fostered.

(a) Upward Communication

(b) Downward Communication

() Upward and Downward Communication

(

d) None of the above
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QGrrdlrmeel4 eremmmed LILTBISET ererliLi(pLD.
(=) 2 @bs (=) CarlpHs L

(@) seupmen (FF) &l L

The term xerography means pictures.

(@) Dry (b) Grid

(c) Faulty (d) Printed

SIeUes QFLOUT(HSET @UBSTWIDTEGD (LPlg-e HeerT bliTenruiss
Sig it ule uflfdssiiu. Geuar(b.

(1) Qummer (<=1) wsCw®

(@) GFevey (/) pigeysener UTMISSS

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

(a) Material (b) Manual

(c) Cost (d) Result-oriented

SlqaToneT @)L eueniolil] BlEPe &HE&EE Ths Srer o LIGTardHans
Cabllghds CouamHim ?

() &THS DL L&ET (<) sewflafl grihs elgeiambliL
(@) s el (FF) Uermevigd omdlflser

What is most likely tool of choice for more complex layout projects ?
(a) Magnetic boards (b) Computer-Aided design

(c) Cutouts (d) Plastic models

QR(H SAVICUDSHD @)L SHlem SenliL] ereueumm @SS Geuamr(hHd ?

(1) &5ITLD (<),) GF6ucusLDd

(@) & Sienwliy (FF) u@dHer ey
Which is the ideal shape of Office Accommodation ?

(a) Square (b) Rectangular

(c) I-shaped (d) Horizontal
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4
LeGaum Liqeuisafer &rmer Sefllling@ erg Coameu ?
(=) ugeusd s_(Huum (<) Uig6l @llgeuenLDLIL]
(&) vgeus CgrElsar () Qeunpled ergia|flédama
What is required to ensure regular supply of various forms ?

(a) Forms Control (b) Forms Designing

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

erergl Qorsss CETeTIpSHe W GLD.
(=) enws QsmeTpse
(=) Zeopd ClEmaTpge
(&) Gram@i
() Geupbled eTgioqd Geenev
means buying in bulk.
a) Centralised purchasing
b) Decentralised purchasing

c) Both
d) None of the above

Blene, LGS peuammbisamerts LFToilggse wHmiD
Caemeuullebars STTeUELTET 2 eUaTBIGMET BEHEGS0 A GLD.

() UTHISTEHGLD (<) 2 (HeuT&@GLD
(@) Bs@w (FF) By
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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11.

12.
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Wplge| T(hEELeurg) sellTgasluL. CeuaT(hLb.
(=) sLLperps Cpenauser
(=) QFTLIyemL I SSeULSET
(@) wmmuBL FHwd Gpblena
() wélssed wpmd 2 6m@pemie,
should be avoided when taking decisions.

a) Statutory requirements

c¢) Changing political scenario

(
(b) Relevant facts
(
( Guess work and intuition

£

@M SussHer ewsCuriul ugd TETMID LS
sLLBh S mg).

(=) ugedl Quwir (=),) UTTen6 6T EwT

(@) 2u&sTy (igey (FF) cuemT&H&S6 e

The subscription of a letter is also called the

(@) Designation (b) Reference number

(c) Complimentary close (d) Salutation

apuml Crri(haamerCuim jeerdl WSILIL|ETeT 2y 6lemThigamerGuim
PPELDOTSE <6l LILIGDITLD.

(1) STUL Si@h&ed (<=4,) SlEpFed LewTalllenl

(@) <iésad> e (%) By Qeipsssis oiesd
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.

14.

15.

saflalenil o (HeUTE@GL @uicd Lmshisaer &ewut efludl e

eTauM AMLP&SLILI(HID.

(1) CerGummeT (=) Slenrwssbd

(@) euenGlLimmeT () wgHwE FuTEGHL LGS

The physical components that make up the computer system forms the

(a) Software (b) Monitor
(c) Hardware (d) C.P.U.
aueneuiler ClFigser aulgaile dlenLsEmg).

(1) B Qamenriiy

(<) Beyeny

(@) Beyeny wmis Gomf

(FF) euemeIL&SD

Information on web is made available in the form of
a) Hyperlink

b) Hypertext

(
(
(c) Hypertext Markup Language
(

d) Web Page

@@ Couemauflerr gL L Lb Senguiler @)\(m&Es Ceuamr(HLbd.
(&) WaTLGSLD (<) Wemu&sD

(@) Gute (%) &G

The flow of work should be in a direction.

(@) Forward (b) Backward

() Upward (d) Downward
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efl@p curisagsaiier aflenLweflése,b. 15x1=15

Answer in a word or two.

16.

17.

18.

19.

20.

21.

22.

23.

Lo auensmen Gememenld Lienilaer wrenel ?

What are the various management functions ? List them.

@QuiBdlrownrs@saler @Qm ChrEsmsmeT 6T(Lpgis.

Write any two objects of mechanisation.

Sieis QL S L IHSI&EE wnbluwir eremer ?

What is the other term for office space planning ?

SiQas efllie o erer rCaayd @ram® WaSlwwrer GlFwe
remusmaTd GmILILAHS.

List any two important areas of office supply.

LU&&E &L Larrdl (1) Ussss sl Lsrrdullen wmGlLwm ererer ?

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

RUBISTT LUSle LUTgaTggedler G eremer ?

What is the orderly maintenance of records otherwise known as ?

L@Bdlers Cariider Carliysear uprbilssiLBn WPaH euensseT
wrenet ?

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

2 aTal(HD DjEhse LIFCaul (H&@ wmEuwm wrg ?

What is the other name for Inward Mail Register ?
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24.

25.

26.

27.

28.

29.

30.

@@ wurury sggsms erpgib Curg Csdluyem @GOG
GouemTiq g 6rg ?

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

Lwenrerflen Coeneudseps@Gl ummssioren Hlspssl Hlreder GlLwir
wrgl ?

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

@l LussSSen LMGLWIT ererer ?

What is the other name for Home Page ?

Gl L& elleursens FOlGEen@EHWITs WrHmb Wlemaramids &(madlud et

QuUWIT eresre ?

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

o &y Couened gl L SE6D 6T STOSTLOSHIGEETILLD, SELMISENETIL|LD
GHsdng ?

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

SPews @&CUBsSmer 2 (heulsHs erLUTEImL 2 (HeUT&HsS
Ceuanr(Hd ?

Which style should be used in drafting the office manuals ?

Slleuas Caameuant CobUBSS 78 2 s dlng ?

Which helps in improving the service rendered by the office ?
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u@&d - 11/ PART - 11
sTemeuGuIen|D LISG eNamdEs@ndsE LB gelbeurarh@h @mbgl eufls@nss
&Te eblenL_wiefldseab. 10x4=40
Answer any ten of the following questions not exceeding five lines each.

31. LIQOGUENSIITET e)EISBIGHENET LIL I wicdl(Hs.
List the different types of offices.

32. ©epgFer eflevaned LS Gurdluder LiwemseT wrenel ?
Write the uses of Franking Machine.

33. QIS LIGGUBISET GTEIDITC) 666 ?
What is an "Office Form" ?

34. CasmubLé GCummer wirg ?
What do you mean by filing ?

35. Gummereurfl 19fSHe eremugen ClLmmeT wirg ?

What is meant by subject-wise classification ?

36. “2ulQmsgF L SIS erem LIsSHO(BHG § ereven Lfibg Qameardpmi ?
What do you understand by the term "Vowel Indexing" ?

37. ‘Aer @DHILLY epeold MBS CETeTeug) wrg ?
What do you understand by "Post Script" ?

38. euet CLIM(BET 6TemmTed GTewment ?
What is Hardware ?

39. @eentit @eearlllpsTer Caeneuser wWreneu ?

What are the requirements for connecting to the internet ?

40. ‘cueve CuCemg’ uHM Fm GO cuenFs.

Write a note on web browser.
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41. ‘FWPsSTW eueme @eennid’ undl Am @GOl cuers.
Write a short note on Social Networking.

42. GouenaeGUTLLLD eTEmTe) 6Tese ?
What is Flow of work ?

L@&3| - 111/ PART - III
L. eTemeuCuenid WhG NaTéEsERdEE WLHDL @M UsSSHDEG WEToo
e wefl&sayLd. 5x10=50

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

43. QupSrinpssedler CrrEsniger wrenel ?

Explain the objects of mechanisation.

44. @@ APeIsHH FEF5Ien rssleanaren allersEs.

Describe the problem of noise in an office.

45. uUgeumgaTen CHISESBIGET WTenal ?

What are the purposes of Forms ?

46. QsmEsgHs CaTiy erarprd eremenr ? @panmuier BHearenldSaT,
GODUT(HSEET 6T (LDGIS%.

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

47. e OFwer Y eusnH@ CaameuliLBhbD SGHIHSET wWrenel ?

What are the qualifications required to become a secretary ?

48. Qwer Qumrmeflen euanaser wrene ?

Explain the types of software.

49. gaMlssWUTETITS Wy HUWEFOTD ? SelHel L &L eLD&er
wrened ?

Who can be appointed as an Auditor ? What are his duties ?
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L@&d - IV/PART - IV
sTemeuCuen|d BreE NaITEsERdE@ WL (HLD PN LSSHSEHSE Wsng)
ellenLwefldse b, Caeneuwimer @)L misetld LIL LD eueFweLD. 4x20=80
Answer any four questions not exceeding three pages each. Draw diagrams wherever
required.
50. @@ 2ieliewsd Coemreriler LamilsEpd &LamwasEpn @atGnr(h erm
@QeamanbssTEL. allflours allerése]w.

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

51. seaeflu@Qurflsafier uaflser, perenger wHMHLD Samwaamer allflours cilars
FALD.

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

52. Slops SessSHlen Betenld, SGET Wirenel ?
Describe the advantages and disadvantages of Open Office.

53. <i@ieles 6r(pgl ummlser CambbghLlindle Wembm Geuemrig smyenf-
e clemd@s.

Explain the factors to be considered for selecting stationery.

54. & euanll&sssigsSSlen aulgeuanoliLjll unmMl eflfleurs edlerdse].

Explain the structure of a Business Letter.

55. w&ser Qgmiy Guoemrerfler LibGeum LiewilgeT wHmD LiewTLger LDl
deuf&sab.

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