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 First Year B.B.M Degree Examinations 
October / November 2014 

(Directorate of Distance Education) 
COMMERCE 

DBA 230: BUSINESS ORGANISATION  
AND OFFICE MANAGEMENT  

Time: 3hrs.]         [Max. Marks: 70/80 

Instructions to candidates: 
«zÁåyðUÀ½UÉ À̧ÆZÀ£ÉUÀ¼ÀÄ:  

1. Students who have attended 30 Marks Internal Assessment scheme will 
have to answer for total of 70 Marks. 
30 CAPÀUÀ¼À DAvÀjPÀ ¥ÀzÀÞwAiÀÄrAiÀÄ°è §gÀÄªÀ «zÁåyðUÀ¼ÀÄ 70 CAPÀUÀ¼À ¥Àæ±ÉßUÀ½UÉ  
GvÀÛj À̧̈ ÉÃPÀÄ. 

2. Students who have attended 20 Marks Internal Assessment scheme will 
have to answer for total of 80 Marks. 
20 CAPÀUÀ¼À DAvÀjPÀ ¥ÀzÀÞwAiÀÄrAiÀÄ°è §gÀÄªÀ «zÁåyðUÀ¼ÀÄ 80 CAPÀUÀ¼À ¥Àæ±ÉßUÀ½UÉ  
 GvÀÛj¸À̈ ÉÃPÀÄ. 

SECTION – A  
«¨sÁUÀ - J 

I. Answer any TWO of the following questions. 5 marks each :  2 x 5 = 10 Marks 
AiÀiÁªÀÅzÁzÀgÀÆ JgÀqÀÄ ¥Àæ±ÉßUÀ½UÉ GvÀÛj¹j. vÀ̄ Á 5 CAPÀUÀ¼ÀÄ:  

1. Write a note on Business. 
ªÀåªÀºÁgÀzÀ §UÉÎ n¥ÀàtÂ §gÉ¬Äj. 

2. State any five features of sole proprietorship. 
KPÀªÀåQÛ ªÁå¥ÁgÀzÀ AiÀiÁªÀÅzÁzÀgÀÆ LzÀÄ ®PÀëtUÀ¼À£ÀÄß w½¹j. 

3. Write a note on Record Management. 
zÁR É̄ ¤ªÀðºÀuÉ §UÉÎ n¥ÀàtÂ §gÉ¬Äj. 

4. State different types of Indexing. 
««zsÀ §UÉAiÀÄ ¸ÀÆaPÉ PÀæªÀÄUÀ¼À£ÀÄß w½¹j. 

SECTION  – B  
« s̈ÁUÀ - © 

II.  Answer any THREE of the following questions. 10 marks each:      3 x 10 = 30 Marks 
 AiÀiÁªÀÅzÁzÀgÀÆ ªÀÄÆgÀÄ ¥Àæ±ÉßUÀ½UÉ GvÀÛj¹j. vÀ̄ Á 10 CAPÀUÀ¼ÀÄ:  

5. Define Business Environment. Explain its characteristics. 
ªÀåªÀºÁjPÀ ¥Àj¸ÀgÀ ªÁåSÁå¤¹. CzÀgÀ UÀÄt®PÀëtUÀ¼À£ÀÄß «ªÀj¹.  

6. What is Chamber of Commerce? Explain its functions. 
ªÁtÂdå ªÀÄAqÀ½UÀ¼ÉAzÀgÉÃ£ÀÄ? CzÀgÀ PÁAiÀÄðUÀ¼À£ÀÄß «ªÀj¹. 
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7. What is Office Layout? Explain the objectives of Office Layout. 
PÀbÉÃj ¯ÉÃOmï JAzÀgÉÃ£ÀÄ? PÀbÉÃj É̄ÃOmï GzÉÝÃ±ÀUÀ¼À£ÀÄß «ªÀj¹. 

8. What do you mean by Filing? What are the essentials of good filing? 
zÀ¥ÀÛjÃPÀgÀt JAzÀgÉÃ£ÀÄ? GvÀÛªÀÄ zÀ¥ÀÛjÃPÀgÀtzÀ ªÀÄÄRå ®PÀëtUÀ¼ÁªÀÅªÀÅ?  

9. What is Report? Explain essentials of a good report. 
ªÀgÀ¢ JAzÀgÉÃ£ÀÄ? MAzÀÄ GvÀÛªÀÄ ªÀgÀ¢AiÀÄ CA±ÀUÀ¼À£ÀÄß «ªÀj¹. 

SECTION   – C  
« s̈ÁUÀ - ¹ 

III.       Answer any TWO  of the following questions. 15  marks each: 2 x 15 = 30 Marks 
AiÀiÁªÀÅzÁzÀgÀÆ JgÀqÀÄ ¥Àæ±ÉßUÀ½UÉ GvÀÛj¹. vÀ̄ Á 15 CAPÀUÀ¼ÀÄ: 

10. What is Joint Stock Company? Explain its merits and demerits. 
PÀÆqÀÄ §AqÀªÁ¼À À̧A Ȩ́Ü JAzÀgÉÃ£ÀÄ? EzÀgÀ C£ÀÄPÀÆ® ªÀÄvÀÄÛ C£Á£ÀÄPÀÆ®UÀ¼À£ÀÄß «ªÀj¹. 

11. Define Office Environment. Briefly explain functions and duties of Office Manager. 
PÀbÉÃj ªÁvÁªÀgÀtªÀ£ÀÄß ªÁåSÁå¤¹. PÀbÉÃj ªÀåªÀ̧ ÁÜ¥ÀPÀ£À PÁAiÀÄð ªÀÄvÀÄÛ PÀvÀðªÀåUÀ¼À£ÀÄß À̧AQë¥ÀÛªÁV  
«ªÀj¹. 

12. What is Business Combination? Explain the causes for business combinations. 
ªÀåªÀºÁgÀ À̧AAiÉÆÃd£É JAzÀgÉÃ£ÀÄ? ªÀåªÀºÁgÀ À̧AAiÉÆÃd£ÉAiÀÄ PÁgÀtUÀ¼À£ÀÄß «ªÀj¹. 

13. What is an Office? Describe the functions of an office. 
PÀbÉÃj JAzÀgÉÃ£ÀÄ? PÀbÉÃjAiÀÄ PÁAiÀÄðUÀ¼À£ÀÄß «ªÀj¹. 

SECTION   – D  
« s̈ÁUÀ – r 

   Note: Compulsory question for 80 marks scheme only 
    À̧ÆZÀ£ÉUÀ¼ÀÄ: 80 CAPÀUÀ¼À ¥Àæ±Éß ¥ÀwæPÉUÉ EgÀÄªÀ PÀqÁØAiÀÄ ¥Àæ±ÉßUÀ¼ÀÄ 

    Answer any ONE of the following question, 10 marks each: 1 x 10 = 10 Marks 
   AiÀiÁªÀÅzÁzÀgÀÆ MAzÀÄ ¥Àæ±ÉßUÉ GvÀÛj¹, vÀ̄ Á 10 CAPÀUÀ¼ÀÄ: 

14. What do you mean by Office Organisation? Explain its principles. 
PÀbÉÃj À̧AWÀl£É JAzÀgÉÃ£ÀÄ? EzÀgÀ vÀvÀéUÀ¼À£ÀÄß «ªÀj¹. 

15. Define Partnership. Briefly discuss its advantages and disadvantages. 
¥Á®ÄzÁjPÉ À̧A¸ÉÜAiÀÄ£ÀÄß ªÁåSÁå¤¹. EzÀgÀ C£ÀÄPÀÆ® ªÀÄvÀÄÛ C£Á£ÀÄPÀÆ®UÀ¼À£ÀÄß À̧AQë¥ÀÛªÁV  
«ªÀj¹. 
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