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Part III — Vocational Subjects

(Commerce and Business Area)

SleVI6u608 Guoevmessrenio / OFFICE MANAGEMENT
(&0 wpmb B eufl / Tamil & English Versions )
Gprid : 3 wanl ] [ Qurss wHiGuamser : 200

Time Allowed : 3 Hours ] [ Maximum Marks : 200

Smasg efarésEsn sflwurs LSeurd) 2 GTeTET 6T GTLISEm e
giluTiégs Qararera|b. <Falugeaia GonwW@Lider, SimDns
samsTaniLrerfiLb o L anqwras Qsfeilése,m.

Sifleyemyss : (1)

% 2 Bob Adeg sEUY @wulamer o HCL . TWsHUSHGD
iy 5G&My HeusHEGL LWeTLH$S CalamBLd. LILBISET aleTeusn&
Quendled LWETLI(HSSELD.

Check the question paper for fairness of printing. If there is any lack of

Instructions : (1)
fairness, inform the Hall Supervisor immediately.

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

(2)-

L@ - 1/PART -1

GO : WSS NamEsEFeEE@GID el eT(DEIS.
Note:  Answer all the questions.

AI. (A) Qar@&ésriucL 6T AeLsafld Wasabd ghyemLw e ulemar

| CoipAsB5s GHTHLem e wlepanyd Carsgl er(psis. 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.

FSI SIQIeuELD uerflufled FHUGEEHDE.

() seuews  Caumaowlle safef Qg,rrg@eb@Lugmg,u
LwerUH &SI

(<) dmhSleantaEamer eurGeunmed

(8) Bmeuand Aewdur@amer GawdLBESID

) B8 el

The Middle office deals with

(@) use of computer technology for office work

(b) welcoming guests

(c) tasks pertaining to operating the company
(d) the financial matters

________ Caume uL@Epaer AHCUTHsse D Hnaarsams
Gﬁhﬂeurra;a;mw 2 se dmg).

(1) UTuETESD (<) epwIL(BHE S0

(@) @flsrrims aphiEsd (7) @fe ganfdme
helps to distribute work load and allows the firm to expand.

(a) Decentralization (b) Centralization
(c) Delegation (d) None of the above

Qerereuanslt LS Qurdl eranmmed eremen ?
(<=1) samsSH@ srsend
(<) QTLIiT QETET@BD FTHETLD

(&) @sr smaand

(F) LQUESEGD FTHaD
What is a dictaphone ?

(a) Computing Machine

(b) Instructional Machine
() Miscellaneous Machine
(d) Duplicating Machine
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CORCrrdlyms..9 GremmTed
(=) Soum e
(2) @iEfA Lt

The Term Xerography means

LILBI&ET eramiuLb.
() e-@ifs

() Carl@éer.L

(a) Faulty pictures.
©  Printd (b) Dry
e (d) Grid

COE R S
(<=1) MBS SNl GET

(&) vermevigs wréfser

() saflafl emits aug ey

What is the most likely tool of choice for more complex layout projects ?
(a) cut-outs

(b) magnetic boards

(c) plastic models

(d) computer aided design

SPICUDE O GTIIETILBIGMETLLD FTSATRISMETL]D @)HESS e
sorliLgdle SienLug) <} @GLD.

(1) DEGTIEHETLIBISENET HeDLOESHED

(<=1) @Lsans 2 LGLTElGFeD

(8) Sw,l9&60e LITTLDE

(FF) @Leuanioli

The arrangements of office furniture and equipment within the available
floor space is called
(a) furnishing

(b) accommodation
(c) cubicle farms
(d) layout
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7. ety Qamerapsd uenflenws Apliyls varlluns GHES SIDDSEETF).

(=1) oLuiuPSse (<) oopLILBESD
(8) @ram@w () QaupPléd gD Gome
Which does not allow purchasing to become a specialist function ?
(@) centralization (b) decentralization
(c) both (d) none of the above

8. ___ creiugl Qorgss Qameripsed.

(=1) enows Csmempsed (<) Glos QSTETPSD
(8) @ram@Hb () QeupBled ergiad Gevame
means buying in bulk.

() Centralized purchasing (b) Decentralized purchasing
(c) both (d) none of the above

9. WuLau@sEwb Qurps _ sellissuuL Gouar(HLD.
(1) LIYURED ATSWD Ghblaoa
(<) slLqperms Gaieyser
(8) whsse wHDILD 2 drEpaTTa
(rr) QETLILeLW S&EU0SET ,
should be avoided when taking decisions.
(a) Changing political scenario
(b) Statutory requirements
(c) ' Guess work and intuition

(d) Relevant facts

10. g poe Gesriywpeon 5@ omd Nef&Hmg.

(1) eraflenwo (<) Sl wid
(@) wepwrer Hmeuetd () CphsaL Senardgib
A good filing system ensures

(a) simplicity (b) accuracy

(c) systematic organisation (d) all of the above



11.

12.

13.
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QUEBLUTOTET o) eueas : ,
qu'_lu_ll_'Ju@é;]m@_ DINRES e Apmiy ___ epaons

(1) ;9!,05]&566)8;8;6h (2)) HlgHiGeT
(&) spplsmsser (%) spdser

Most of the official communication is carried on by means of
(a) notifications (b) letters

(c) circulars (d) telegrams

saflédlener wrppsn &@ LwerLHEmgy.
(1) 2 dsseud Qeriy

(<) Qevaligssmeud Qgmimy

(8) edr wpmid Qauelissseaid Qgm iy

() u@derL Fseued QFmiiy

Private branch exchange is useful for

(a) internal communications

() external communications

(c) internal and external communications

(d) horizontal communications

saflaflenw 2 (FUTEGED Qe LTSEISmET &l ol ufl et
erem SiemLpds LB

(1) euanGlum(per

(<) Quar@ummar

(@) waHwué QEFLITSEGLD LGS
() sLpUuTLTeTT

The Physical Components that make up the Computer System forms the

(a) hardware
(b) software
(c) CPU
(d) monitor
[ Amiys / Turn over
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G&wicug,.

14. enengm eueamilGefiich erempma ﬁa;go,tﬂswwuﬁ]@ o
(=) speguilos

(=) QumHETHeeT UGS
() eSleTLbLIyLD

(@) efwrumy
‘E’ Commerce means doing

(a) shopping
(c) business

online.
(b) marketing
(d) advertising

15. @ Ceuamauller gL b Haraufled Q(HES GouamT(HLD.

(<=1) GuCe (<)) e LSSLD
(@) &Gy (FF) 196 LSS
direction.

The flow of work should be in a
(b) forward

() upward
(d) backward

(c) downward

(B) flp arismssefle) efle warfl. 15x1=15

Answer in a word or two.
16. Ueeuenswimer CeraTeny Licwil&EeT wreanel ?

What are the various management functions ?

17. urQu@EEEL LHND BEEWEEGD QUBHTESEERES 2 GTraTLD

S(H.
Give an Example for copy and duplicating machine.

18. Spis Qeuosssler 2 GmpuUThH&eT Wreney ?
Give any two drawbacks of Open office.

19. GQarearapgedled o arer LigHlenad wrg ?
What are the steps in purchasing ?

20. Yeuamhismers CariA@Hn @ uUflET wrene ?
What are the two ways by which documents may be filed ?



21.

22,

23.

24.

25.

26.

27.

28.

29.

30.

7 7761

udley Gueramanioss eumrellwdsammd ghseul Wi ?
Who gave the definition of "Records Management" ?

L&& Sjag Lssss s LsrmHlien @ram® eulgalBISeT wWiremel ?
What are the two forms of page (or) book index ?

2 aTau(md HEhse LHCaul HéE LU wrg ?
What is the other name for Inward mail Register ?

G.er.Q.erdev eremuisen eANeunsaid eremar ?
Expand "P.A.BX".

HTML -étr eflflaurdsid wing ?
What is the expansion for HTML ?

em saflallambg wHADT®m sSaflalsEE Qeudsemer THS
augausSld gD ?
In which form is the data sent from one computer to the other ?

gl efeursms FUlEMEHWTE (Signal) wrHmib L6 e gmis

smedufler QU eremer ?
Name the Electronic Device that converts digital data from computers into

signal.

@m GO Qasms oL Quagb Qgri&dlwre

Qeweour@ser wrg ?
What is the series of operations directed towards achieving a particular

objective ?

@ Baawder peL(pPD g Qussng ?
What will be lost , if the procedure lacks consistency ?

el spiieflen Qeudurhear wreal ?
What are the products of Job analysis ?

[ S®Liys / Turn over
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L@ - 11/ PART - II
. gCGsaud uss damssErsd L P gaGarahhGL BHS! auflsEpse

OaEmoed efenL_wef. 10x4=4¢

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

31. QeuasL - euerum.

Define office.

32. safluCumdluier gCagib @rem® paramnser WHNLD SMOSMETE DS,

State any two advantages and disadvantages of computers.

33. gleopuu®FsLLLL Cardtipsed efatégs.

What is meant by Decentralised purchasing ?

34. ‘GemubLe’ - Qummm6r gms.
What do you mean by Filing ?

35. ewwsGsTLAL D eramugen QUTheT wrg ?

What do you mean by "Centralised filing" ?

36. @ BO® SLULSITS pemulen HETELOEET Wreney ?

What are the key advantages of a good indexing system ?

37. STOTGBISET erenmIed eTeman 7

What is a "Resolution" ?
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38. T
dTey auenssar wWrenel ? rHSHSET_(H S5
What are the types of data ? Give Example.
39. Qamenru Qeventiigdarer Goemeusar wWireel ?
What are the Requirements for connecting to the internet ?
40.

Beyenr wpmid B@eentiiy eremmmed ereman ?
What is "Hypertext' and "Hyperlink" ?

41. e GuGemg upd fAm Golivy eusmué;.

Write a short note on Web browser.

12. Ceouea @U LIb eranigl aTanss Gh&sng ?

What does the flow of work refer to ?

L@l - 11/ PART - 11

0L erepeuGuenid Bhs Clamés@sE gaQaraiich o6 Lss55DE
Hemoeo edepLwerfl. 5x10=50

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

43. @u;‘r,g‘,]uﬂu@,\gg@ﬂém CpréemhisaT WTma ?

Explain the objects of Mechanisation.

4. o &@]@J@gg,g}@ aH&s Gaamgl SaEmen @sh@mé:grﬂé;massmmu

upd erpsis-
Write about the fire precaution and
office.

preventive measures to be adopted in an
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5. uges sLOUUNLger Wiy Corésmser wirgl ?

Write the main objectives of Form Control.

46.  ufley Cuarearemwiler Crrastsmar e,

Explain the objectives of "Records Management".

47.  Siepser gempwlien LOGay Cemeausamar caTéEs.
Explain the various services offered by the Postal Department.

48. Wenaramis sreys QewrsssSer ;r)e'ms&)waae'rr wireneu ?

What are the Merits of EDP ?

49. seafléaswreTyrs wWrany Bulléseornd ? Sje@menlll &L6n&eT
wmreney ?

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

L@&& - IV/PART - IV

IV. eremeuGuenib Brstig eflamés@hé@ WO epsin LIEshiasEnsHE, HsTos
edlenLwell&seyib. 4x20=80

Answer any four questions not exceeding three pages each.

50. @ peian S@eiwssHan Hiaurssdd s uaiad 56l & e
pyursameuwns eflers@dng. elerdEs.

Supporting functions are inevitable in the administration of a modern office.
Explain.

51. Sigaes ergamsmer Csip0sHaE0 Curgy Gerumm Gau g 1
s&gleutisamer alleuflssay.

Explain the principles to be followed in selecting office appliances.



52.

53.

54.

55.

11 7761

Anbs SAQeussSlan B, SL&ET Wrme ?

Describe the advantages and disadvantages of Open office.

Lllq GUMBIGET GTEDTe) GTenan ? Liig 6l g euentolitfed sent Ll &g Geuamrig.w
FTrentlgGer Wreneu ?

What are forms ? Explain the factors to be considered in form designs.

o areumd wHmd GeueflFbgdad syghisatle FenL(pep wWrgl ?
What is the procédure for handling Inward and Outward Mail ?

BEDL_(LPEDD GTEDITED GTEman ? SISEN Beentn HMILD SMDSET wWirene ?
What is a procedure according to Carl Heyel ? Bring out the Merits and Demerits
of procedures. '
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