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DBA 230: BUSINESS ORGANISATION
AND OFFICE MANAGEMENT
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Instructions to candidates:
«ZAyOURU | AZEUYA:

1. Students who have attended 30 Marks Internal Assessment scheme will

have to answer for total of 70 Marks.
30 CAPUY% DAVJP ¥ZwAIArAid°® Sgi2 «zAydUYA 70 CAPUY% ¥+U4U
Gvj, 4P
Students who have attended 20 Marks Internal Assessment scheme will
have to answer for total of 80 Marks.
20 CAPU% DAVJP ¥ZwAIArAid° §gi2 «zAydU%d 80 CAPU% ¥+UsU
Gvj, AP

SECTION - A
« AU -J

I.  Answer any TWO of the following questions. 5 marks each :
AiiAB{zAzg/E Jggi ¥+UsU Gvjiy. v A 5 CAPUY:

1.

Il. Answer any THREE of the following questions. 10 marks each:

Write a note on Business.
aaojgz 8U n¥t 8g—Aj.

State ay,fiye features of sole proprietorship., i
KP2Q Sh¥Agz AiiAdizAzgk LzA ®PEUYER wh1j.
Write a note on Record Management.

ZAR  ©20°u 8Ul n¥t 8g—ij.

State different types of Indexing.
««z 8SUAIA | AaP PRAUVEA whl].

SECTION -B
« AU - ©

AiiAB{zAz g/ BiEgh ¥+HUBU Gvjij. v A 10 CAPUYA:

5.

6.

Define Business Environment. Explain its characteristics.
AA0AJP ¥j g 2ASAnL, Czg UAERPEU%EAN «2j1,

What is Qhamber of (;o.mmerce? Explain it§ functions.
ajtd: 2AAqLUYAZGAER? Czg PAAIMBUYVEN «2j1.

[Max. Marks: 70/80

2 x5=10 Marks

3 x 10 = 30 Marks
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7. What is Office Layout? Explain the objectives of Office Layout.
PbAj ~AOmi JAzgAEA? PbAj ~AOMi GzA+UYEN «2j1.

8. What do you mean by Filing? What are the essentials of goo,d filing?
Z¥JAPgt JAZgAER? Gval z¥jAPgtz 2MRi RPEUYAR
9. What is Report? Explain essentials of a good report.
Ag¢ JAzZgAEA? MAZA Gvah 2gCAik CATUYLEN «2j1,

SECTION -C
« AU -1
I1l. Answer any TWO of the following questions. 15 marks each: 2 x 15 =30 Marks
AliA&zAzgk Jggh ¥+UU GvjL v A 15 CAPUY:

10. What is Joint Stock Compa %/7 Explain its merits and demerits.
PEQA 8AQ2AY: A, JAZQAEA? Ezg CEAPA® 2hvA CEAEIPERUYEN «2j1.

11. Define Office Environment. Briefly explain functions and duties of Office Manager.
PbAj 2AvARgta£l 2ASAo, PbAj 22 A¥PE PAAIAD 2ivA PvaRIUYEN AQ¥SAV

«aj 1

12. What is Business Combination? Ex glaln the causes for business combinations.
aaojg AAIEADE JAZgAER? 22OAg  AAIEADEAIL PAGEUYEN «@j1,

13. What is an Qffice? Describe the functions of an office.
PbAj JAZQAEA? PDAJAIA PAAIASULEN «2j1.

SECTION -D
« AU -r

Note: Compulsory question for 80 marks scheme only
JAZEUYA: 80 CAPUY ¥+ ¥wPU EgA2 PQAAIA ¥+UYA

Answer any ONE of the following question, 10 marks each: 1 x 10 = 10 Marks
AiidB(zAzgE MAZI ¥+U Gvj1, v A 10 CAPUY:

14. What do you mean by Office Organisation? Explaln its principles.
PbAj AWIE JAzZgAER? Ezg VWULEA «2j1.

15. Define Partnership. Briefly discuss its advantages and disadvantages. )
YARAZAJP A, AIAEN BASAnL, Ezg CEAPE® 2AvA CEAEAPE®UYEN | AQ¥3AV

«aj 1
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