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NEB-GRADE XII

Business Organization and Office Management
(BOOM)
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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
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(@RI STUH® T¥AEe/ Short answer questions)
F T TIHN IAX TR | (Attempt any ten questions.) qoxie=o
q. AT AAH B 8 ? FATIT T TEAR S AT I@RETE | I+

What is management ? Distinguish between management and administration.

R ATIE EaeTET fagTdeTdl A THE | ©
Explain the principles of scientific management.
3 AT g e T J99 FEIReEN el T | Y

Give the concept of planning and explain its benefits.
¥, eI TR T AReadTie! febrlebtuniere &l PeARe™ | 9
Differentiate between delegation of authority and decentralization of authority.
Y. A= S & 81 2 IMES e JeasRe AT STt TR | 4+
What is controlling ? What are the elements of adequate control ? Describe.
. frofa ubear st & & ¢ Tola wPamer yere st s TR | +Y4

What is decision making ? Explain the types of decision making.

o, frderer afemn R T awe fafe qerer avie e | +Y
Define direction and explain its different aspects.
S, WHERHE T AHCHE I FHH & &1 ? JUA THar | Y

What is positive and negative motivation ? Explain.

R. WA R & & ? AEA AqcAHT UIETH qAT AU TR | Y

What is leadership ? Explain the qualities of good leadership.
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90. HARH o1 T IMEH | TqH! fagIaeea! AredT e | Y
Give the meaning of communication. Explain its principles.

9. FHEIH HETd AT U THE | ©
Explain the importance of co-ordination.

9. @T ST HTAAT ST & &1 7 TP e oo T | +Y
What is line organization structure ? State its merits.

93. TS THT AGETISH THH! GLAATR ATAT TR | ©
Explain the structure of a good business letter.
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Explain the elements of good co-ordination.
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Define motivation and discuss Maslow's Need Hierarchy Theory of
motivation.
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What do you mean by functional organization structure ? Discuss its merits

and demerits.
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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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