OFFICE MANAGEMENT AND SECRETARIAL PRACTICE
SECTION – A 
ANSWER ANY 10 QUESTIONS. ALL QUESTIONS CARRY EQUAL MARKS:	                    (10X2=20 Marks)
1. What is an office?
2. Who is an office manager?
3. What do you mean by office location?
4. List any two security measures to be taken at an office. 
5. What do you mean by flow of work?
6. What is an office system?
7. What is record management?
8. What is filing?
9. Who is a personal secretary?
10. What is video conferencing?
11. What do you mean by indexing?
12. What do you mean by office layout?
SECTION – B
ANSWER ANY FIVE QUESTIONS. ALL QUESTIONS CARRY EQUAL MARKS:	                    (5X5=25 Marks)
13. Identify the elements of office management.
14. Compare open office and private office.
15. Identify the principles involved in form design.
16. Explain the characteristics of a good filing system.
17. Identify any eight duties of a personal secretary.
18. Examine the causes of security hazards.
19. Compare centralized and decentralised filing.
SECTION – C
ANSWER ANY THREE QUESTIONS. ALL QUESTIONS CARRY EQUAL MARKS:	     (3X10=30 Marks)
20. Explain the office functions and office management functions.
21. Analyse the types of lighting in an office along with their sources in detail.
22. Outline the importance of any five office machine or equipment in the day to day functioning of an office.
23. Explain the modern methods of filing.
24. Describe the role of modern technology in office communication.

