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Part III — Vocational Subjects

(Commerce and Business Area)

Sievla1608 Gueonsiventn / OFFICE MANAGEMENT

(guﬂgg Lopmid kil aufl / Tamil & English Versionfs") -

Gpiyid : 3 wewfl ] , - [‘C@_]Lorr‘é,g_s LD@LJ@UGW&SG?T 200

Time Allowed : 3 Hours ] o . [ Maximum Marks : 200

oleyewy : (1) Smarsg efarssEsh sflurs udeurs &mmgn GT GIT LI B 6 6O

#fluniggs Qamerarajib. HF&LLSND @enmudmii9eor e;umg)as
assma;rrewﬂuurremﬂl_m 2 L a@gInGS Qg;rﬂaﬂlaaa;mm

2 Beowb é{GDGDgJ smUYy @oblomear WIEGCWL aWSMUSHEGD,

&q&@a&nq@mg‘m@m LweauHSS G@J@W@LD LIL_BI&EIT msm;rsug;p@
Quenfled LwWeTL(HSS6LD.

_Instr_uctibr_ls : (1) Check the ques’aon paper. for. fairness of printing. If there is any lack of
. fairness, inform the Hall Supervisor 1mmed1ate1y ' L

(2)  Use Black or Blue ink to write and upderliné_ and 'periéil to draw diagrams.
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‘u@#! - I/PART -1

Note : Answer all the questions :
L (A) sflwrer eflereng CoipOs0ssl Gr@gja; |

Choose the correct answer :

1.

wpepwns SIMDESLILIL L $&61 :_________ allgefléd o arar

' Gs@ewren efeirhisamen THSsab, Glurr@@cﬂeﬂ (P q-6|SHen 6T

Th&se b LweaTLGEDS. |

(=) yereflulGwed eleupmiser

(<) Apuewer /| Qarerpsad émﬂa;masa;m
(@) euenyeyser HMILD G)JGU)IJ'LII_TEHBGT -

(F) GuCe 2drem jemansgib

Systematic arrangement of information in the form of ___ enables
quick access to the required information and helps in taking mearungful
decisions.

(a) Statistical Statements

(b) - Sales/Purchase reports
() Charts and diagrams
(d) All of the above

_______ Cauane L (@ 60 6l aﬁ]ﬁl(ﬁu.nrraﬂa;a;mm ‘r_F,]Q]ang,Gmg,
a&]rﬂmrrasa;mw 2 5a|fng|. D
(=) sifsmrsms QUPBIGSD () UTUIOTESD
(@) ovwiu@sssed (7) @f agiajddame
helps distribute workload and allows the firm to expand.
(@) Delegation : (b) Decentralisation
(¢) , Centralisation - - (d) -None of the above

Belan  Si@euesE &6T &lﬂg,g,emmmsmu_l ag;ﬁuu@g,gmm
TLTHNFO&SEHESG TrHCrF urgsrueny Qupeyn __
eflpLoL& emp e, ‘ _ -
(=1) p8sSH . % ;Fﬂlrr,@Jrra;m
(®) @u_l;'rjgﬁhymrré;@g,w (ng) umﬂuJWGnr'rasdT

does modern offices prefer, to ensure accuracy and to provide
a safeguard against fraud. '

(a) Investment (b) Administration
(©) Mechanisation = (d) Employees

15x1=15
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& Heudlen L1Fled

(<=1) saaNL&ESD () samsdl(Hse
(@) urQu@Bsze® () sLLFS Qalige
is the substitute for printing.
(a) Automating , () Computing
() Duplicating - v (d) Typewriting
Sl GO @)L cUenipLiL B &6y s E5s o L dgwrer N

o LsFansms CoibashEs Ceuam@Lb.
(1) BMHG L6 '
(<=1,) sanflef] &rrr'r;'ﬁg, Qulg GUEDLOLIL]
(@) s <o
() Qemmavigd wrdflsar
_is most likely tool of choice, for more complex layout projects.
" (a) Magnetic boards
() Computer - Aided design
(c) Cutouts
(d) Plastic models

Qum@er &TIHS @l Sfsuquirer
QrudUTHSHEHES 2-MSSTang. o |

(<) @Crordflurer -~ - () H@bU CFLWSsW

(@) é{a)rr'ua;mﬁb_ . () 2-puss

Product layout is applicable for high - volume operations.
(a) ~ Simultaneous (b) Repetitive ‘

(¢) Decoration - -(d) Productivity

_ cigaws Lallés apaLs QUL HTTES BieLOW]LD.
(@) s Qurpiser () sriss Qurdl
(@) <i6uws unq.mréjaéeif () srds sy smed
are fhe raw materials for office work. '
(a) Stationery - (b) Typewriters
“(c) Office forms: (d) Paper Fasteners .

[ Smlys / Turn over
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10.

11.

4

@Cr sowsdHda ‘Gr@gub wopuled udGam UgeRismaTS

swurfliugnE vweTL(HiSFIeug euFHwrs @QmEELD.
(1) ugeud rHSTET (=) siTLET Gmer

(@) ugeus QsmEliy () v ggTer

It is convenient to use so that multiple copies can be made. out
by a single writing method.

(a) Duplicating paper. (b) Carbon paper

" (c) Formsets - (d) Copy sheets

Qararpged wHmd epuamers LHGCa @G ﬁk;o&éml_mﬁ)gﬁ]eb
o GrerLhdlwg. ’

(1) elleweviiLiiquicd .

(<) uenflwreriseflen eremremriiuimsi@ LS GCe (D

(@) <wyer srinl (g S reentid |

(rr) shensullBens <,rmii&s

‘Purchase and Sales records include

(a) Price list

(b) Records of employee’s attitud
(c) Insurance policies ‘
(d) Marketing research

@M poe GariL (e 5@ g@@maﬂé;eﬁmgﬂ.
(1) @pempwiren Hlmieuerid (<) eraflenio ,
(@) s@elwd - (7)) Cupsar_ Simarsgin

A good filing system ensures .
(a) Systematic organisation (b) Simplicity

() Accuracy (d) All of the above

@m sussHen  e@sCQuriulugd 6T GOTMILD
<w&siLBEng.

(=1) usellr Quwir 4 (<o) LiTTenel 6Tamr

(@) e ugsTy wWig.ey (FF) cuewTés 2 6l

The subscription of a letter is also called the

(a) Designation (b) Reference number

() Complimentary close (d) Salutation



12.

13.

14.

5 - 6311

epuml GCur_(pésaerGuim é{@b@gﬂ mﬁuq‘dmﬁ 9,6 WTTal B e GGl T
_ CPRLONE SjepLILIemD. -

(=1) &TUL D|@EpFe

(<) SHEpsed Liamrailent

(B) 2AepFer g ement

(m) whiy Qegiss 556 /oD

The currency notes or valuable documents can be sent by

(a) Insured post

(b) Money order

(c) Postal order A
(d) Value payable post

sre| GFELOTESSMS Wéser eHDLASHE AS6 . &Q(TH
W& STFentmELD. ‘ '

(1) Cousid | (<2p) 2 GTELOEET

(@) RAM () Gsred

The acts as an important parameter which makes people pre-
fer data processing. o

(@) Speed () Truth

) RAM  °© (d) ~Part

saflal Qeuersssdneiu Hlepsfsafler om Cgm@Li
GO ‘ |

(=) wwerLm (® GwemblLmmar

(<= Qan@Qur@BeT pamanin

(@) Goaud

(FF) i&LILTLIL GUene

is a Set of programmes which pertains to the function of the
computer ? - '

(a) Application software
(b) System software

(c) Internet ..

(d) . LAN

[ SpliLs /* Turn over
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15. AP L aumamuier padlu LGHumELb.
(=1) g,suﬂ opmId Cumrgindaer QsmLiyy ‘
() 14501 CUTEGUTSS SidOg <iHéms FTTHS iHleyeniy
() arey Qeavenes HireudéEd eifeymrser ‘
(FF) Gupamblu emarssib
is/are the subject matter of Administrative practical manual.
(a) Personal and public relations
(b) Instructions regarding correspondence or report

(c) Instructions for administrating the budget
(d) All the above

(B) epflm @Jrrrrgemg,a;aﬂa) G)S]GU)L_U_IGIﬂHSESG)_ILD | 15x1=15

Answer in a word or two :

16. e eumswrear Coerara Lafsdr wWrae ?
What are the various management functions ? List them.

17. @u.n;’r;g‘,]vmrrés@g)eﬁ]ein Qo Crrssiismen er(ps)s.

Write any two objects of mechanisation ?

18.  <igaiws QL AL GsQES wH@UWLIT cTener?
What is the other term for office space planning ?

19.  UgeIRISET ereueUTn SriLGSsLiuL G@J@m@m’?
Mention any one aspect based on which a form may be standardised.

20.  ypouanriisemer CarA@HL G éug@a;ch \WITene ?
What are the two ways by which documents may be filled ?

21. pursrar ufle] UTgGTEslar WHQLWIT ereman?
What is the orderly maintenance of records otherwise known as ?

22.  urenes &L syrdl Guogib ereueumy USLILHSSLILHL?
How can visible indexing be further classified ?



23.

24.

25.

26.

27.

28.

29.

30.
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9.1 9.er&6 - eflflourssid Sane.
Expand P.A.B.X.

Criwps lQieuas ‘aqu.g,lré.Ja;eiT GTGIDITED GTETEN?

What are demi official letters ?

Caryssamssren Gasriysamer 208 ppeudlaid 2 érer
Yuirssamsarar saflafser Caaflsg @meausEh CFwemig.em
Quuwir wrg ? |

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

SjsaumLFHed WTaTam EHFD ThHS al(HLSSHe QMmbg WpsHw
eflurunys smelwrs wrolg ? |

During which year did e-mail become one of the main stream tools used by
business for their internal network ?

Qurdé @dlulder wLYQUWIT erg) ?

What is the other name for machine code ?

@@ QFwouriiged Qmbg wHdprm Qewuouri(éE Goume
BEBSD TS GSHSADSI.

What is the rate at which the work moves from one operation to another
known as ?

{

e Sl Bieuos M@ujr'ra;eﬁ 9|85 GCouena LIEH6|L6T 2 6TereTi?

Why are some clerks over - burdened with heavy work ?

Qewudur® Ll SILL GUEHET GTETDIT GTaTem ? -

What is the other term by which the flow process chart is known as ?

[ Hmuys / Turn over
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II. gGzayb LGZI aﬁlmrrésa;@és@ LR geibaimamb@En 5 euflaEnss ST
afen L wiefl&sHaiD. L N _ 10x4=40

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

31. Qeaiwssdle ereuairnm elleurmsar Corss LS aDaT? o &Iy ewThIgeT
Qament(®) 6leTdHEs.

How can information be collected in an office ?- Explain giving examples.

32. 5L &6 QUBSTLD DT GTaran? Sige LIOGaID UMSEMETS H(HS.

What is a typewriter ? Bring out the various types.

33. oQeues JeflliLser erammmed erenar? Fled L midluerer CLmmL e
wrened ? '

What are Office Supplies ? What are the items included in it ?

34, SlLev &L srrHenw LweT(hSSID @pwé;aub wng ?

What is the main purpose of using Card Index ?

35. @@ Bpo® &L SIS Wpenmudlen HeTenloGeT WiTene.?

What are the key advantages of a good indexing system ?

36. | elwrury Hpeend uprofés Cauammgw Lieajseier CUMSSHET WITeNG ?
GNUABS. o

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

37. ‘GFwer - euenywimy.

Define the term Secretary.
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38. sreysaflan Crrésmismer GOILAGS.

Enumerate the objectives of data.

39. @aamu @aearlbdparar CHemeuseT wirenel?

What are the requirements for connecting to the Internet ? -

40. e GpHpansamer GOILIGHS.
List bqt the net etiquettes to be followed.

41. FsTWEHHEG Vetaran sreld CELRTEESSTO FHULILBEGD IHHLD
- Giss fp GHlLY euamps.

Write a short note on the impact of internet on the society.

42. ‘safléens’ - ueprwig.
Define Auditing,.

Li@&3 - 11/ PART - I

I, aaoauCuaib DK aﬁ]mrra;a;@a;@ LLHL @B UESSSHDG WOSTIOD
aﬁlml_uJerﬂa;a;mLo 5x10=50

Answer any five of the questions not exceeding one page each :

43. URQUESEWL smHelsafler cumaseamer QS]GTTéS@SS.
Explain the functions of a,duplicator with it's types (Any four).

4. @@ sflurar Sigauws Siowlys Sl sdar (pedusgield u.mgj’?
Explain the Importance of Proper Office Layout.

45. mmmuu@gg)uuLl_ LOHMILD gmmuu@gguu!_l_ Qararpse LUHOE
GOLY auemys.
Write a note on centralised and decentralised purchasing.

{

[ Sy / Turn over
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46. ufe) Coaramanioulier Gg,n&a;réw;maf eSleul.

Explain the objectives of record management.

47. Qeuafiliyp SEHEMO DEUMEHD BOL (PN WITE?
What is the procedure for handling outward mail ?

48. srey Q&u_la)rrésa;gj;‘é,leisr LoCGaumy Hlevavaamar efleufl.

Explain the modes of data processing.

49. w&ser Qarofl@er ufbrardisedr WOHMILD SiGem LwWem WTH?
AFULELFRIEED WaEsE QFM_TsED 2 drer Ggmiamu efeu.

What are the dimentions and role of public relations? Explain the relationship
between publicity and public relationship. :

@S - IV /PART - IV ,
®8 - | 4x20=80

IV. GTGU)G)J@UJ.@JU) Bren@ elamss@ns@ WL G epeml Qé;a;@&@é;@ Bl &SmO
MevLwieflGsa|w.

Answer any four questions not exceeding three pages each :

50. & geuesd o Qrwdgmer Qainimod Quins Quiorg? efleurs
NeT&EsHaD.

Elaborate the major functions of an office. -

51. oigeuws Quibsrmsd oo srgeamseiear Car_urhamer efleufl.

Explain the principles of Office Machine and equipment selection.

52. @;@Jmé)as S|LILS @I._L_‘é')ﬁéﬁ Gar_urhsmer Ceuel&Eblamemis.

Highlight the principles of office layout.



" 53,

54,

55.

11 6311

Blmieuand wpmid Qararipsed Coomemeno - afleufl.

Expléin in detail ‘Organisation and Management purchase’. e

o GTau(md wpmd QeuaEFQsdgbd Sgshisaiean oL pen WITg?

What is the procedure for har{dling inward and outward mail.

&s6T Qsm_in Guererfer LiI&Gaug Lienfisenar aflaufl.

“Explain the various functions and qualities of a PR manager;

-00o0-






