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06) What is communication process and explain the steps in communication
process in details. [16]

Q7) Write different barriers to effective communication and explzin remedies

for improving effectiveness of communication. {16
08) Write short answers (Any Four) : 116

) Activities of office

b) Role of communication in business organisation.

©)  Eoffice.

d) Benefits of E-communication.

) Office Layout.

f) Limitations of E-communication.

BHE
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s G,
B.C.A. (Commerce) (Part - 1) (Semester - T)
Examination, November - 2016
OFFICE MANAGEMENT & COMMUN‘CATION (Paper - 105)
Sub. Code : 59573
Day and Date : Thursday, 10-11-2016 Total Marks : 80

Time : 2.30 p.m. to 5.30 p-m-

1 @ rk
2)  Solveany four questions from QNo-t 0QNoT.
3)  QuestionNo.8 s compulsory.

Q1) De cplain differ i ot
116}

Q2) Whatis office Layout and explain various factors affecting on office Layout
6l

Q3) D i in i jronment.
it}

Q) Define communication and explain the characteristics and importance of
communication. 16l

QS) Whatis formal and Informal communication. Explain in brief its advantages
and disadvantages. 161

Q6) Wite different barriers to effective communication and explain remedies for
impmvingeﬂ'ectivenessofwmmunicnﬁan. 116

Q7) What is E-communication and explain benefits and limitations of
E-communication. 16l

PTO.
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Q8) Write short Answers (Any Four) 6]
) Activities ofoffice.
b
) E-office.
d) Role of communication in business organisation.

Principles of location of office.

¢) Urban versus suburban location.
f)  Objectives of office layout.

Kot Kitasup e
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Total No. of Pages : 2

B.C.A. (Faculty Commerce) (Part - 1) (Semester - I
‘Examination, April - 2016
OFFICE MANAGEMENT & COMMUNICATION
Sub. Code : 59573

Day and Date : Monday, 18 -04-2016 Total Marks : 80
Time : 11.00 a.m. to 2.00 p.m-

Instructions: 1)  All questions carry equal marks.

2

Solve any four questions from Q-No. 1-Q.No-
3)  QuestionNo.§is compulsory.

Q1) Define office management end explain various functions of office
management. 6]

Q2) What s office layout and deseribe the various factors affecting on office
layout. [16]

Q3) Define office environment and explain different elements of office
environment. 6]

L Q4 Define communication and characteristics and importance of
communication. [16]

Q5) What is formal and informal communication with its advantages and
disadvantages. 6]

Q6) What is communication proeess and explain the steps in communication
process in details. [16]
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Q7) What is E-communication? Explain the benefits and limitations of
E-communication- (161

Q8) Wiite shortanswers (any four): (16}
&) Location of office.
b) Eoffice.
c) Elements of office management.
d) Bamierstoeffective communication.

¢) Activities of office.

f)  mportance of office environment.

- o -
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Total No. of Pages 22

B.C.A. (Faculty of Commerce) (Part -1) (Semester - n
Examination, April - 2017
OFFICE MANAGEMENT & COMMUNICATION (Paper - 105)
Sub. Code: 59573

Day and Date : Monday, 17-04- 2017 Total Marks : 80
Time :11.00 a.m. to 2.00 p-m-

Tamtractigmsl 1)) AU quEstionE SRY equal marks.
2y Solveany four questions from QN1 toQNoT-
3)  QuestionNo. 8is compulsory:

Q1) Define ofﬁcemanagmcnlandcxplaind:ﬁﬂemﬁmcﬁcnsufoﬁlcemanag:mem.
161

Q2) Whatis office layout and explain various factors affecting On office layout.[16]

Q3) Define office environment and explain different elements of office environment.
{161

Q#) Define communication and explain the characteristics and importance of
communication. {16]

QS) Whatis formal & informel communication. Explain in briefs 1S advantages &
disadvantages. 1161

Q6) What is communication Prosess and explain the steps in communicaeE
process indetails. 16

PT.O.



Q7) Write different barriers to

improving effectiveness of communication.

Q8) Write short answers (any four):

a)

b)

e

d)

E - office.

Activities of office.

Role of communication is business organisation.

Benefits of E - communication.
Limitations of E - communication.

Principles of location of office.

£EE
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effective communication and explain remedies for

[16]

[16]
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Total No. of Pages :2

B.CA. (C (Part - 1) -D inati
October - 2017
OFFICE MANAGEMENT & COMMUNICATION (Paper - 105)
Sub. Code : 59573
Day and Date : Friday, 27 - 10 - 2017 Total Marks : 80
Time : 02.30 pom. to 05.30 p.m.
) i k

2)  Solve any four uestions from Q.No. 1to Q-No.7-
3)  Question No. 8 is compulsory.

Q1) D dexpla

[16]

02) Whatis officelayout and explain various factors affecting on office layout.
116}

03) Ix i in diffe
(16
04) Define ication and explain the istics and imp of
communication. [16]

05) Whatis mean by formal and informal communication and explain advantages
1

and disadvantages of formal and informal communication. [16]
different barriers to effecti ication and explain remedies for
improving effectiveness of communication. (16

07) What is communication process and explain the steps in communication
process in details. [16]

P.T.0.



08) Wite short answers (any four) : 6]
a) Benefits of E-communication
b). Limitations of E-communication
) E-office
d) _Actiyities of office
¢ Role of communication in business organisation
f) Principles of location of office
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Total No. of Pages : 2.

B.C.A. (Comn (Part-T) -DE nat
ﬂo*‘ April - 2018 Vv
omngANAGEMENT & COMMUNICATION (Paper - 103)
Sub. Code : 59573 2
Day and Date : Friday, 20 - 04 - 2018 “Total Marks : 80
Time : 11.00 a.m. to 02,00 p.m.

Instructions: 1) All questions carry equal marks.
2)  Solve any four questions from Q. No. 1 to Q. No. 7.
3)  QuestionNo.8 s compulsory.

01) What is mean by office management and explain the elements of office

management. [16]
AN A
02) Whati: Tayout and explain vari ffecti iayout.[16]
a2 0D

03 Mg}‘ﬁs office environment and explain different clcmen(s of office

environment. 6]
04) Whatismeanby cati i istics and importan
of communication. 6]

05) What is formal and informal communication and explain its advantages and
disadvantages in details. [16]

06) Explain the s(‘epé in communication process in details.
o , D

S
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©07) What is E - Communication and explain benefits and limitations of
el

E- Cammunirzt{w. A
=]
08) Writ s&dt ‘answers (any four): [16]
2)DActivities of office
b) E-Office

¢) Principles of location of office
&) Role of communication in business organisation
) Urban versus suburban location

) Bamierstoeffective communication

L334 AN




