No. of Printed Pages : 11 7 - | 2 02372 6111 ‘

T T O R

Part III — Vocational Subjects

(Commerce and Business Area)

Silauevs Guoeoressrenio / OFFICE MANAGEMENT

(58 wHmb <hde e / Tamil & English Versions )

Cryd : 3 wenfl ] | : [ Qurgs mﬁﬂ@]ué&rra;m : 200
Time Allowed : 3 Hours ] [ Maximum Marks : 200
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Instructions : (1) Check the question paper for fairness of printing. If there is any lack of
fairness, inform the Hall Supervisor immediately.
(2) Use Black or Blue ink to write and underline and pencil to draw diagrams.

L@S - 1/ PART - 1

GBI : Semensg) efeambaEni@h el cr(psIs.
Note:  "Answer all the questions. _
L A sflurer dlen_eowd @g,ﬁ'(rjr,@]g@ér,g,l TSI, 15x1=15
Choose the correct answer :
1. Coardramnse Asraros olapwnisaid wigeaysamar
er(H&&a|b samenL sEeTa saflen QUTWYE @5 ASTTONSS HEpSng).
(3) erpsgi epevLpmen u‘é,]@a;eh (<) eumi epavworen LFeyser
(@) HHUDR Ceafgsa () @8l ergiayfidena

helps management in taking decisions on policy matters and
serves as an evidence of proof in case of disputes.

(a) Written records 4 (b) Oral information
(c) Collection of information (d) None of the above
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crendleny aurigers @L 2 LGUITESmSLLD,0gmfled &rrr'r"m§

2 AmeTeT SHaUD QFTLTELILD 2 eTaTLSHWSTESLD.

(@) Gemp Siga@sd (<) WELD S@eiesD

(@) QuuBlsr eeusLD (FF) OETEmeml <HWIEUESLD
The term impliés space utilisation and includes professional
communication.
(@) Back Office  (b) Front Office

" (¢) Virtual Office (d) Electronic Office

‘p@ﬁﬁmjr@{@mméﬂéja@ &rﬂgg,‘émml.o.mu o mAILEESeLD

FLIHNEO&EEEEG aHCr urgsruemu  Gdupeybd Tos
eS\(LDL| & Gorm GorTiT.

(1) s | (<) Hireumsid

(@) QubSrowLrEGge (/F)  wewflwrermaerr

What does modern office prefer, to ensure accuracy and to provide a
safeguard against fraud ?

(a) Investment (b) Administration

() Mechanisation - (d) Employees

creuauans sanflaflser eflésesman WHOID YIMiFSEmar gral LgeTD
Qe

(<=1) yeLé senilLGum (=) Sieend sentlliGLmd]
(@) apavs.LiGrid sanflliCuim () @@L sefiluiQuir
Which computers are used for scientific and research data processing ?

(a) Digital Computers (b) Analog Computers

(¢) Main Frame Computer (d) Super Computer
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@m ____ gourlh epeowrs Qrarlh Sodg AHs
venflureriser SiQieuas QLms @m prefear Lo Crrmsefid
VG ¢(TH GUTTEHH60m Qeusu(‘éeugj BITL_geifled aqgeueuasg,mg, WERL %
Qamerdlemeoit.

(1) SWs ooLmiben N

(=) fops S é@mmm | -
(@) GODHS u@su é@lmwas Gurrl_ema;a;m |
(FF) aprl-QLevs

With a arrangement, two or more workers share office space
at different times of the day or on dlfferent days of the week.

(a) Cubicle farms
(b) Open - plan office
(c) Short - term office rentals

(d) Hot-desk

D DICUDS msmemmemovru.nrma;mmum &rrg,smrma;emmum L m&Senm
samuil_sHler enliLig <RG0,

(=1) @Lsens 2 LCUTESHO

(<) @iy

(8) weanemeaRTLIEIGaMET ammgg@
(FF) SWLLl&600 oLITITLDEY |

The arrangement of office furmture and equlpment within the available
floor space is called : :

(a) Accommodation
(b) Layout

(c) Furnishing

(d) Cubicle farms
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10.

4
eraiLg) Qurgss Qsrarupsa.
(1) wows Qamerpsed (=) gleops Cararpse

(8) Qraw@id (F) Geupiled ergie|b Gedame
‘ means buying in bulk.

(@) Centralised purchasing (b) Decentralised purchasing

(c) Both (d) None of the above

rgfl euemre s @rss Caemauiu® g

(=) Qeupmissrerser (<) wenfloor gréraer
(@) Qramr_md grarser (FF) UgSSTeTsHer
is required for rough drafts. |
(a) Plain sheets (b) Manila sheets
(c) Second sheets (d) Copy sheets

Qeaa WHYIL LwEaLrH GrameLwbn USE Qeug < liiey

Qewud ugHulenar TGN DMPSSHEOMLD.
(=1) 945 ey (=) Geovay LWL () @piiey
(@) pley Henewenio () Cupaam_ simargg)b

The analysis, which determines the proportion of benefit derived from

maintaining records in comparison to their respective costs, is called :
(@) Ratio Analysis (b) Cost benefit Analysis
(c) Justification (d) All the above

@@ B GamiL wemm &@ 2pfluelsfng.
(<=1) peopwrer Hlyeued (<) eraflenio

(9) si@awb (Fr) Cupsa_ emargsid

A good filing system ensures .

(a) Systematic arrangement  (b) Simplicity
() Accuracy (d) All the above
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SlgHd QU] euamTEIGD euldl GTETLISTGLD.
(1) 2 u&FTT WPig6y (<=1) semeLiL
(@) ewsQuimiLid (FF) euemT&&a|eniy

is a way of greeting the addressee.

(a) Complimentary close (b) Heading
(c) Signature (d) Salutation
Qauafipr (B sbasraryi Qgmiy &© @UUTEGLWD

(=1) QUITE AP ARUOSLD

(<) seGHlener @enewTiiL]

(8) eparani sEeuw Gleerriiy

() safgsraluiid sseud Geaenriiy

The International Subscribers Dialling is an overseas equivalent of

(a) PCO
(b) PBX
() STD
(d) PABX

Qewiflaamer LigD, @6, CalQurel, geaisar.fl aurfors
QeuaflliL®sHs asrHeug) :

(=) Gevanrws GApH e (=) ud@n_asb
() Seyerrs GHWSLG Qumd  (F) Qeupdled @@Lﬂévmso_

Information such as images, audio, video and animation are displayed in :

(a) Internet Protocol : (b) Multimedia

(c) HTML (d) None of the above
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14.

15.

6

QoeTQUITHET LWETLITL g.60 615 6UENS . 2,@GLD.

(<=1) FbueTl ULligWid pementn

() aupsdler o erer Hlapss

(@) uruurss e |

() uenflflenaows Cer@ummer

One of the types of application software is

(a)
(b)
(c)

Pay roll System
Customised Program
Transmission Channel

Work station Software

R Glwall LS5s0nss Coamelwirer glenent 6urfla(ehLem

uenflenws Aptiurs HleopCeuppd QaiSmg.

(1) slop LlpYIBT Wen 6

(<) Qsmerens wpevm & H

(@) s sTTH

(rr) GuGe saiu enarsgibd

is a guide book containing enough guidelines necessary for the

highest performance of the job.

Departmental Practice Manual
Policy Manual
Office Manual

All the above
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fl® aurrsamgsailed efla_welssayLb. 15x1=15

Answer in a word or two.

16.

17.

18.

19.

20.

21.

22,

23.

eflwrurrsdlen sseuame S B(H CPOEIGET WTeney ?

What are the two sources by which one can get information for the
business ?

Qraw(h euengwimean SewilLCurdlEseT wrened ?
What are the two kinds of Computers ?

QarHEsULl[HeETer SaIeus @Lgﬁebkr_r,ur'ra;@ﬂeh erevmenflBensani
SFsN&@D hurGser wrg ?

What arrangements maximize the number of people who can use a given
office space ?

ueGeum aueswrer erpgitt QuTmLser GCegweLwroed @ més
Siemeu eTdpepuiled euprisiiuL. Geauemm@Hid ?

On what basis materials should be issued to eliminate the chances of
deterioration of various items of stationery ?

udle) Cueraramwss amrelassmhd ghsair Wt ?
Who gave the definition of "Records Management" ?

R 5950 (1) Carly BésUulLred Sicuell e igar Hlaeudd
GTENEN GNEUSSLILIHID ?

Whenever a file or letter is removed, what should be placed in its position ?

L&ES SDOF LGssF &L sTrHuller @ream® eugeukiser wreel ?
What are the two forms of page or Book Index ?

19.65.19.er&60.. (PABX) -6 eflfleunéasid eremmen ?
Expand PABX.
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24,

25.

26.

27.

28.

29.

30.

CriTps SNICUDS &g SBIGET GTETDTE GT6T6 ?

What are demi official letters ?

sanflefg sreys QewersssdnG Lwearu® umsuie seawieflude
H@S$sUuB elleurmsemerd Qewou@Bsgid @GolLLmysamerw,
SL_L GNETEHENGTI|LD GTEIE 6Teiml SnMeOmid ?

What is a set of programs called ?

Cargsaansarer Gsriysamer 2 o0& padaid o drer
Suirssensarer samilaisar Ceafllgg maus@Gh Qawedumiiger
Quuwir wrg ?

Name the term which represents collection of millions of files stored in
thousands of computers all over the world.

e saflallldmbg wHAdprm smilalsg Qsudsmer ahg
aulgeuFdled epliLiemd ?

In which form is the data sent from one computer to the other ?

@ Hlevaudeoer B penn Teng @EHng ?
What will be devoid of a procedure lacking consistency ?

Paas asGuphsmer 2 (heurss erliiurataw o uCurflss
GeuarHid ? "

Which style should be used in drafting the office manuals ?

uenfl puiellen QewourBsdr wreme ?

What are the products of Job Analysis ?
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u@$ - 11 /PART - 1T
gCaaib LSE MemEsEréE LB aidauramih@d Db wlsEssés
WsToe aflenwefl&sa|b. ‘ 10x4=40

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

31. @OEsS®WLEGL Fpamw aeiaury R pO® J@as Coaramss
gienewr Qgevdlng ?

How does the ability to organise contribute towards being a good office
manager ?

32. “QuibIWLTE@GSR” - euamrm.

Define Mechanisation.

33. Qsmiiqp SilenL Gremmed eremen ?

What is BIN CARD ?

34. @@ pooe & LsrTE pevpuiar Cxeneusar wiranes ? Sjeupem L igwialiE.

What are the essentials of a good indexing system ? List them.

35. gioowd CamiL (Wpevm eTemmTed eremen ?
What is Decentralized Filing ?

36. efwrumy fimeuend ugmofés Ceuamew Leysellear eemsseT Witeneu ?
CININIGES

What kind of records are to be maintained by a business house ? Name them.

37. “siflapssid GHluuremar” elQuTs ewsliu@damen ?

When are Memos Written ?
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38. gre| euessar wremel ? HSSISETL(H SHs.
What are the types of Data ? Give examples.

39.  eueTQUIN(BET GTammITE) GTeven ?
What is Hardware ?

40. euene QBN pewpsmaTs GHLIIHS.
List out the net etiquettes to be followed.

41. sPsTW e @eenutd Lbd A GO cuenya.
Write a short note on Social Networking.

42. YIUDE MECWHSET T GTEme ?
What is an Office Manual ?

@Sl - I/ PART - III
L. ermaCuad @Hg damsseEnsE LLEL M UsESHDE WsTLD
ellenL_wefl&saLb. 5x10=50
Answer any five of the following questions not exceeding one page each :

43. fleneng safLGUIH erempmed cremen ? Sipen Lianflaamer 6dlemdEs.
What is an Electronic Computer ? Write its functions.

4. @ AUDEGHD THHE Ceuaimq w1 Sasren (penandssmasaeni,
DG SHUL (PODE@ETLD LUDH 6T(pS)s.

Write about the fire precaution and preventive measures to be adopted in an
office.

45. ugenisafler CrrésnIEeT wWreme ?
What are the purposes of Forms ?

46. udoyser urmofgseaien ssgukIsmas GHLIADS.

Bring out the principles of record keeping.

47. Qaefliyp Sigheme @SWMERD HaL e wWrg ?
What is the procedure for handling Outward Mail ?
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48, Seneams SreYdF QFWTESSEET HETENLOGET WTenal ?
What are the merits of EDP ?

49. @ B AQeus wperpuller LaTLsemer ellaifl LHMILD Qs surés
2 sa|b el srigsmer Uligwel®.

Explain the characteristics of a Sound Office System and also hst out the guldelmes
for its formulation.

u@g - IV/ PART - IV
TamaGuaib BrerE elamssErsE WL (b epeTml uasa;rma;@aS@ &g
ellenLwefl&seyb. GCoeneuwime @l_rmasaﬂsu UL_ID GUEDTWEYLD : 4x20=80
Answer any four questions not exceeding three pages each :

50. @@ Si@aes Cwerarflarn uamilsErb, sLmwEERD EaGDTH @6&@
Qe bssTED. edfleurs efleTése .
The functions and duties of an Office Manager go hand in hand. Explain in
detail.

51, QubSTWLTEGSNET Beenid HDID SeNLOSET Wrene ?
Explain the advantages and disadvantages of Mechanisation.

52. HDHE ACUOSSH 6N Bemenld, SELOEET WTma ?
Describe the advantages and disadvantages of Open Office.

53. ugeamsmar sLHUUBsF g WPsEwu CHTESREGMETLD, NG
Hlenasemerud edeuifl.
What are the objectives of Form Control ? Explain the steps involved.

54. ueCeaum Epss Caameusanar alleul.
Explain the various postal services that are available.

55. Ceueme eraflgmr&sed Grsimurrgj art9rsrsors Hapdns? Ceume
caflgrésgden Qardaranssmarntd, HaL(peonsamerid edleuf. ‘
How is work simplification a boon to the Office System ? Explain its principles
arid procedure in detail.
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