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NEB - GRADE XII

Business Organization and Office Management
(BOOM)

/lhi6«]zg gDa/sf] ;'?sf b'O{ c° %^ b]lv ^& ;Dd ePsf k/LIffyL{x?sf nflu

ljBfyL{x?n] ;s];Dd cfkm\g} zAbdf pQ/ lbg'kg]{5 . bfof“ lsgf/fdf lbOPsf] cª\sn] k"0ff{ª\s
hgfp“b5 .
Candidates are required to give their answers in their own words as far as
practicable. The figures in the margin indicate full marks.

Time: 3 hrs. Full Marks: 100
Pass Marks: 35

;d"x ‘s’ (Group 'A')

-;+lIfKt pQ/fTds k|Zgx?÷Short answer questions)

s'g} bz k|Zgsf] pQ/ lbg'xf];\ . (Attempt any ten questions.) !)x&=&)
!= Joj:yfkg eg]sf] s] xf] < Joj:yfkg / k|zf;gsf] aLr leGgtf b]vfpg'xf];\ . @+%

What is management ? Distinguish between management and administration.

@= j}1flgs Joj:yfkgsf l;4fGtx?sf] JofVof ug'{xf];\ . &
Explain the principles of scientific management.

#= of]hgfsf] wf/0ff lbg'xf];\ / o;sf kmfObfx?af/] JofVof ug'{xf];\ . @+%
Give the concept of planning and explain its benefits.

$= clVtof/sf] k|Tofof]hg / clVtof/sf] ljs]Gb|Ls/0flar km/s 5'6\ofpg'xf];\ . &
Differentiate between delegation of authority and decentralization of authority.

%= lgoGq0f eg]sf] s] xf] < k|efjsf/L lgoGq0fsf tTjx?af/]df JofVof ug'{xf];\ . %±@
What is controlling ? What are the elements of adequate control ? Describe.

^= lg0f{o k|lqmof eg]sf] s] xf] < lg0f{o k|lqmofsf k|sf/sf af/]df JofVof ug'{xf];\ . @±%
What is decision making ? Explain the types of decision making.

&= lgb]{zgsf] kl/efiff lbg'xf];\ / o;sf ljleGg kIfaf/] j0f{g ug'{xf];\ . @±%
Define direction and explain its different aspects.

*= ;sf/fTds / gsf/fTds pTk|]/0ff eg]sf] s] xf] < j0f{g ug'{xf];\ . &
What is positive and negative motivation ? Explain.

(= g]t[Tj eg]sf] s] xf] < c;n g]t[Tjsf u'0fx?sf] af/]df j0f{g ug'{xf];\ . @+%

What is leadership ? Explain the qualities of good leadership.

222 (2)

!)= ;+rf/sf] cy{ k|i6 kfg'{xf];\ . o;sf l;4fGtx?sf] JofVof ug'{xf];\ . @+%
Give the meaning of communication. Explain its principles.

!!= ;dGjosf] dxŒj af/]df j0f{g ug'{xf];\ . &
Explain the importance of co-ordination.

!@= /]vf ;+u7g ;+/rgf eg]sf] s] xf] < o;sf] u'0fx? pNn]v ug'{xf];\ . @+%

What is line organization structure ? State its merits.

!#= Pp6f /fd|f] Joj;flos kqsf] ;+/rgfaf/] JofVof ug'{xf];\ . &

Explain the structure of a good business letter.

cyjf (Or)

/fd|f] ;dGjosf tTjx?af/] JofVof ug'{xf];\ . #+$

Explain the elements of good co-ordination.

 ;d"x ‘v’ (Group 'B')

-lj:t[t pQ/fTds k|Zgx?÷ Long answer questions)

s'g} b'O{ k|Zgsf] pQ/ lbg' xf];\ . (Attempt any two questions.)   @x!%=#)
!$= pTk|]/0ffsf] kl/efiff lbg'xf];\ / df:nf]sf] pTk|]/0ffsf] cfjZostf >[ª\vnf l;4fGtsf]

af/]df 5nkmn ug'{xf];\ . %+!)

Define motivation and discuss Maslow's Need Hierarchy Theory of

motivation.

!%= sfof{Tds ;+u7g ;+/rgf eGgfn] s] a'‰g'x'G5 < o;sf kmfObf / a]kmfObf af/]df 5nkmn
ug'{xf];\ . %+%+%

What do you mean by functional organization structure ? Discuss its merits

and demerits.

!^= Pkn sDKo'6/ ln=, sf7df08f}sf] ljqmL k|aGwsnfO{ ;Daf]wg u/L uf]/Lz+s/ s+kgL lj/f6gu/
sf] tkm{af6 #)) OsfO sDKo'6/ v/Lb ug{ cfb]zkq c+u|]hLdf n]Vg'xf];\ . !%
Draft an order letter in English on behalf of Guarishankar Company,
Biratnagar to sales manager of Apple Computer Ltd., Kathmandu for 300
units of computers.
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