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Q1 -Choose the correct answer   :- ( 30 degree)
1.----------simply means a number of dentists practicing together under certain organizational arrangements

a. solo dentist

b. Group practice
c. Closed panel

d. Open panel

2.The dentists must accept any beneficiary as a patient

a. Prepaid group practice

b. Open –panel practice

c. Closed-panel practice

d. Non of the above

3.-----------works primarily with the dentist by providing patient care using four-handed dentistry techniques

a. Circulating assistant

b. The chairside assistant

c. Business assistant

d. Non of the above

4.---------------  also known as administrative assistants, secretarial assistants

a. Circulating assistant

b. The chairside assistant

c. Business assistant
d. Non of the above

5.-------------is used to reassemble trays and to store  wrapped, sterile, preset trays or cassettes

a. Staff lounge

b. Central sterilization
c. Contaminated area

d. The clean area

6.The most important person in the office is

a. The patient

b. The dentist
c. The assistant

d. The technician

7.The term --------in a titular sense describes someone at an organizational level below an executive but above a supervisor

a. Manager
b. Supervisor

c. Executive manager

d. Non of the above
8.The medical history includes questions regarding

a. past medical history

b. present physical condition

c. chronic conditions

d. all of the above
9.------------is getting things done through people

a. Coordination

b. Reengineering

c. Management
d. Non of the above

10.----------- is the projection of actions to reach specific goals

a. .Coordination

b. Reengineering

c. Management

d. Planning
11.------------ is the power that makes a managerial job a reality

a. Informal control

b. Vision
c. Goals

d. Authority

12.----------------are those described in position description

a. Assigned tasks
b. Delegated tasks

c. Goals

d. Authority

13.The purpose of reengineering is

a. Increasing productivity

b. Reducing costs

c. Improving quality ,or greater customer satisfaction

d. All of the above
14.----------involves transfer of a responsibility and authority from supervisor to employee

a. Goal

b. Objective

c. Assigned task

d. Delegated task
15.Common causes of reengineering failure

a. Loss of interest

b. Lack of Support of top management

c. Resistance of workers

d. All of the above
16.A vision is translated into

a. mission statement
b. goals

c. objective

d. non of the above

17.The patient `s chart usually includes

a. patient registration form

b. medical and dental history

c. radiographs

d. all of the above
18.Mission statement must be expressed clearly in

a. One paragraph or less
b. Two paragraph or less

c. Three paragraph or less

d. four paragraph or less

19.Goals have ends, while mission statement usually do-not

a. Both statements are true
b. Both statements are false

c. first statement only is true

d. second statement only is true

20.----------consists of day-by-day observations and meetings with other participants

a. formal control
b. Informal control

c. Vision

d. Goals

21. It occurs when the dentist failed to act as a reasonable and prudent professional



a. An act of commission
b. An act of omission
c. Open –panel practice

d .Closed-panel practice

22.Appointment book entries must be made in

a. ink
b. pen

c. pencil

d. non of the above

23.-----------  allows patients to be seen on time and the staff to work efficiently with a minimum of stress

a. Scheduling
b. Open panel

c. Closed panel

d. Non of the above

24. The aim of -------------is discarding old rules and introducing new technologies and creating new principles for task organization.

a. Filing

b. Scheduling

c. Staffing

d. Reengineering

25.-----------  simply means that for each task that on employee perform he or she is accountable to someone

a. Scheduling

b. Staffing

c. Unity of command
d. Non of the above

26.---------, it is not in constant use ,are maintained in a less convenient area where they are still accessible if needed

a. Dental chart

b. Appointment card

c. Active files

d. Inactive files
27. Planning assists in doing things right

a. The first time
b. The second time

c. The third time

d. The fourth time

28.---------deal with profit, cost, salaries

a. Strategic plans

b. Financial plans
c. Physical plans

d. Organizational plans

29. It occurs when the dentist did something that a reasonable and prudent professional would not do

a. An act of commission
b. An act of omission

c. Open –panel practice

d. Closed-panel practice

30.-----------deal with systems, work processes ,quality control, and other supportive activities

a. Financial plans

b. Physical plans

c. Organizational plans
d. Operational plans

Q2-Complete the following statements : (10 Marks)
1.  -----filling------ is the act of classifying and arranging records so that they will be preserved safely and can be quickly retrieved when needed

2. Mission statement must be expressed clearly in -----one---- paragraph or less

3.-----formal control------------ are more proactive than  informal ones

4.-------deligated tasks---------, it concerns delineating tasks and establishing a framework of authority and responsibility for people who will carry out these tasks

5.------reception area-------,is where patients are received ,greeted pleasantly, and made to feel welcome

6.The two forms of consent in dentistry are---implied----------consent and -----informed-----consent

7 .-------process reenigneering---------  is defined as the redesign of processes and the systems, polices or structures that support them

8.----chair side assistant----------works primarily with the dentist by providing patient care using four-handed dentistry techniques

9 .--------vision-------- is the power that makes a managerial job a reality
10.------planning-----------   is the projection of actions to reach specific goals

Q3 Put  true & false for the following statements(10 Degree)
1. Assigned task involves transfer of a responsibility and authority from supervisor to employee               ( f   )

2. The authority of supervisors is expressed in their position descriptions                                                            (  t  )

3.Active files, it is not in constant use ,are maintained in a less convenient area where they are still accessible if needed   ( f   )

4.Eemergency patients must be seen as quickly as possible 
( t   )

5. Patient records are confidential and should be treated with appropriate care                                                                     (  t  )

6.. Numerical filling system ,all items are filled straight alphabetical    A –  B –C order following basic rules of indexing                                                              (  t  )

7. In closed-panel practice the dentists must accept any beneficiary as a patient                                     (  t  )

8. The solo dental practitioner is a self employed businessperson                                                   (   t )

9. Self confidence is not mandatory for supervisor                      (  f  )

10. It is better to chart too much than too little                          (   t )
Q4-Enumerate types of plans. (5 Marks)
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