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FACULTY OF SOCIAL SCIENCES

B.A./B.Com./B.Sc. V Semester (3YDC) Examination, August - 2021
Subject : PUBLIC ADMINISTRATION
Course Code No. & Name : BA525PADSE(B) - Public Office Administration
(Elective)
Time : 2 Hours/ [,.Hu; Marks : 100
[Min. Marks : 40
SECTION-A
[Marks : 4 x 10 =40]
Instructions to the candidates :
et KPS :

a) Answer any four of the Sollowing questions in about 15 lines eac I
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b) Each question carries 10 marks.
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I)  Explain the administration of public office.
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2 Discuss the features of public oflice.
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3)  Explainthe principles of dividing and grouping of work.
500 etosto SoBaky JHarrEdtto Klws, [ETen DSO0N0.
4)  Whatisimportance of ventilation?
Soe3Bnd ol @rEopsd Jced?
_f)" Discuss the shape and size of office.
SOPgRco 5700 S0 B0EIemo fHoed SBPEVl.
6{ Explain about the open offices and individual offices,
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7%  What are the barriers to communication?
S50 085S eBrey Dves?
8)  What are the present state of records in the government?
508508 B5the ERERS Doed?
9)  Whatis authenuc report? Explain.
PSS VIO @0 D7 VSdoscd.

19 Discuss the importance of mobile phone as a device for office communication:
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SECTION-B
[Marks : 3 20 = 60]

Instructions to the candidates :
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a)  Answer any three of the following questions in about 30
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lines each.
b) Each question carries 20 marks.

1I)  Discuss the Importance of office administration.
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12) Discuss the difference between public and private offices.
Coo kS S‘O‘é'&o'i}‘tt.‘ 208 :730‘555”3_} 5&30{50(1.

A O
\ctions, personal and physical facilities.
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13) Explain the pnnciples " |

35408 DEoeo <580k £TOE FET oo o), ATETe

14)  Discuss the impact of office environment on productivity of employees.
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15) Describe the advantages and limitation of own various leased buildings for office.

rrrrr
NP . S R e . ]

a0 €550 el Hnes e -
© 5T o€ VR ORY) WG FETO SAremres Libals B8DOHN DEboled

I1#) State the principles of office layout. https://www.telanganastudy.com
Sogech Swped SrEress D8Scd.

17) “Communication is the blood stream of administrative organisation” Discuss.
“ESorrgUBRG end SOTom oy G, CEETIe” SGoted.

18) Examine the purpose and functions of reports.
3650 o), EATES0 Sobaky JEWD $08DoSol.

5’2) Explain the consideration in purchasing machines.
Tioffer aboreod’ &) So8osw D3BoUd.

20) What are the uses and abuses of office automation?
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