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BACHELOR OF COMMERCE (EXTERNAL) (FIRST YEAR)
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[Time: As Per Schedule] [Max. Marks:100 ]

Instructions: Seat No:

1. Fill up strictly the following details on your answer book
a. Name of the Examination : BACHELOR OF COMMERCE
(EXTERNAL) (FIRST YEAR)

b. Name of the Subject : OFFICE MANAGEMENT LEVEL 7
c. Subject Code No : 1908002201070005

2. Sketch neat and labelled diagram wherever necessary.

3. Figures to the right indicate full marks of the question.

4. All questions are compulsory.

Student’s Signature

Q1 2sui%wclod 1. 20
Answer in brief.
1) WA «yd Aed gj?
What do you mean by cost saving?

2) 2leH @S| ol Hulelud] Yuosdl..
List out the limitation of time study?
3) Hlsteil5le1) 24l YHoMC)
What do you mean by standardization?
4) QUAY w1(s3 2eq gj?

What do you mean by paperless office?
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5) SlHetl HiUstell 248] YHoxtdl.
Explain the meaning of work measurement.

6) W5 AdlHlef [A5(se 51211 wed 212
What do you mean by decentralized of office?

7) (54 AAesetl Hul s1A] wlid).

What are the main functions of office manager
8) W54 Q- 1Geeil culuul ().

Define the word office layout.

9) dH &2 Al 9f el 521 )
What do you mean by public relations?
10) S1Hs1) v4el YHomdl.
What do you mean by Form?
Q.2 a) 35S 518(Ed1s] Hecd Yuextdl.
Explain the importance of record filing?
b) 5(std sLE5(EL cudellell LUl UHoMd),
Explain the advantages of centralized filing system.
WYql
OR
a) GdH s18(da1 cidellsil q&iill AHdl

Explain the characteristics of Good filing.
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Q.3

Q.4

Q5

b) 513 UE5QAAL SlAL 1) UMM

Explain the advantages of work simplification?
a) 35\ dUlded s1dsHle] Heuiset 3dl 2ld s2201?
How will you evaluate the record management programs?
b) (s HI2 Wl AaAesHe 2L HIe W eI 82 UHdl
Why is space management so important for offices?
WHYql
OR

a) (sU AAoNe2 oil (Aldy s1AT YHomdl.

Explain the function of office management.
b) Wl(sU AN sesil [Aedidl quendl.

Explain various principles of office management

©552{[o1 2124 2} ? dsil [dldy Usi uHosdl. A1y 6552021 Ueg(d 5 2ld
Uit 5221l

What do you mean by Indexing? Explain various types of indexing.
WHYql
OR

3515 ¥ed 9f 2 AR 516621 RMeHs{l dlet(Blsd il yHexd).

What do you mean by records? Explain the characteristics of good filing
systems?

a) 1[5 Q- 1Geell (ddy (et id] uHemdl

Explain various Principles of office Layout.

1908002201070005 [3 of 4]

16

16



b) WLl(s¥s] Hecd U2l 8

Explain the Importance of office.

WYql
OR
AstlALs 03U AAoRee AHoAd). dR wL(EUH Asulets 20 (G ARz 10
Explain scientific office management. How will you manage Scientific
management in office?
Q6 25 ellt duyl (Sl UL ol ) 16

Short Notes (any two)

a) ¥\[su Q- 1Ge-ll ol ag il
New trends in office layout.

b) SLE6([ALell 1Y (15 Altiei)
Modern Filing Devices

c) ll(sU Adllef 5o¢] 50 1 [dEed]5UeA] d§ldd
Centralization Vs Decentralization of office Services

d) USdR e2lSlefl uer(d)

Cost reduction methods.
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