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PART — 111

BUSINESS ORGANIZATION AND OFFICE MANAGEMENT
SECTION - A (10 X 1 =10 MARKYS)
ANSWER THE FOLLOWING QUESTIONS. K1
MULTIPLE CHOICE QUESTIONS.

1. Which is not an office tool?

a) Paper puncher b) Scanner c) Furniture d) Credit card
2. Who is responsible for office management?
a) Receptionist b) Managing Director c) Office manager d) Section Officer
3. is the ultimate aim of every business.
a) Service b) Profit c) Goodwill d) Fame
4. The liability of a sole proprietorship is
a) Limited b) Unlimited ) Minimum d) Maximum
5. The primary aim of businessis

a) To earn profit b) To help employees c¢) To help society  d) None of these
ANSWER THE FOLLOWING IN ONE (OR) TWO SENTENCES. K2
6. What is it meaning in business?
7. Who is sole trader?
8. The partnershipact .
9. Give a short note on office environment.
10. What is office layout?

SECTION-B (5 X5 =25 MARKYS)
ANSWER EITHER (a) OR (b) IN EACH OF THE FOLLOWING QUESTIONS. K3

11.  a) What are the objectives of business?
(OR)
b) Discuss the requisites of a successful business.
(CONTD....... 2)



12. a) What is partnership? Explain the essential of partnership.
(OR)
b) State the principles of Co — Operative Society.
13. a) Explain the various features of rationalization.
(OR)
b) Discuss in details about the new industry policy.
14.  a) Describe the elements of office management.
(OR)
b) State the qualities of office manager.

15.  a) List out the various principles of office layout.

(OR)
b) Explain the concept of office environment
SECTION-C (5 X 8 =40 MARKY)
ANSWER EITHER (a) OR (b) IN EACH OF THE FOLLOWING QUESTIONS.
(K4 & K5)
16.  a) Discuss in details about the Characteristics of business.
(OR)

b) State the Scope of Business.
17.  a) Explain the various forms of business organization.
(OR)
b) List out the features of Joint Stock Company.
18.  a) What is rationalization? Explain the types of rationalization.
(OR)
b) Analyse the factors which influence the social responsibilities of business firm.
19.  a) What do you mean by office? State the elements of office management
(OR)
b) Describe the principles of organization.
20. a) Explain the major factors of office accommodation.
(OR)
b) List out the significance of office layout.
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