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RAN-1908002201070005
F.Y.B.Com. (External) Examination March - 2026

Office Management (Paper - I) 

k|Q“p : / Instructions

(1) D‘fp¡¼s v$ip®h¡g rhNsp¡ DÑfhlu ‘f Ahíe gMhu.
 Fill up strictly the above details on your answer book.

Seat No.:

Student’s Signature

â.1.   Answer in Brief (Any Five)  20
 1. ‘¡‘fg¡k Ap¡qak iy„ R>¡?
 	 What	is	paperless	office?

 2. L$pe® dp‘ iy„ R>¡?
  What	is	work	measurement? 

 3. CÞX¡$[¼k„N iy„ R>¡?
  What	is	indexing? 

 4. Ap¡qak k¡hpAp¡“y„ rhL¡$ÞÖuL$fZ A¡V$g¡ iy„?
  What	is	decentralized	office	service?

 5. Ap¡qak ap¡d® iy„ R>¡?
  What	is	office	form?

 6. bS>¡V$fu A„Ly$i i„y R>¡?
  What	is	budgetary	control?

 7. Ap¡qak Al¡hpg L$p¡“¡ L$l¡hpe?
  What	is	office	report?

 8. L$pe® kfrmL$fZ A¡V$g¡ iy„?
  What	is	work	simplification?

 9. f¡L$p¡X®$ ÅmhZu iy„ R>¡?
  What	is	record	retention?

 10. kde Aæepk A¡V$g¡ iy„?
  What	is	time	study?

 

â.2. (A) Ap¡qak d¡“¡S>d¡ÞV$“p rkÝ^p„sp¡ kdÅhp¡.  08
 	 Explain	principles	of	office	management.

 (b) Ap¡qak Aphpk“p apev$p kdÅhp¡. 08
 	 Explain	advantages	of	office	accommodation.

A’hp / OR
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â.2.   Ap¡qakdp„ gpNy ‘X$sp h¥opr“L$ d¡“¡S>d¡ÞV$“p rkÝ^p„sp¡ kdÅhp¡. 16
	 		 Explain	scientific	management	principles	applied	to	office.

â.3.(A)  apCtgN rkõV$d“y„ d|ëep„L$“ kdÅhp¡. 08
  Explain	evaluation	of	filing	system.

 (b) Ap¡qak g¡ApDV$“y„ dlÐh kdÅhp¡. 08
 	 Explain	importance	of	office	layout.

A’hp / OR

â.3.  Ap^yr“L$ Ap¡qak“u gpnrZL$spAp¡ kdÅhp¡. 07

  Explain	characteristics	of	modern	office.

â.4.(A)  Ap¡qak d¡“¡S>d¡ÞV$“p L$pep£ kdÅhp¡. 08
  Explain	the	functions	of	office	management.

 (b) Ap¡qak k¡hpAp¡“p L¡$ÞÖuL$fZ“p apev$p kdÅhp¡. 08
  Explain	merits	of	centralization	of	office	services.

A’hp / OR

â.4.(A)  f¡L$p¡X®$ d¡“¡S>d¡ÞV$ L$pe®¾$d“y„ d|ëep„L$“ kdÅhp¡. 08
  Explain evaluation of records management programme.

 (b) Ap¡qak dpV¡$ õ‘¡k d¡“¡S>d¡ÞV$“y„ dlÐh kdÅhp¡. 08
  Explain	importance	of	space	management	in	office.

â.5.  CÞX¡$[¼k„N iy„ R>¡? s¡“p rhrh^ âL$pfp¡ kdÅhp¡. 16
  What	is	indexing?	Explain	various	types	of	indexing.

A’hp / OR

â.5.  f¡L$p¡X®$ iy„ R>¡? kpfu apCtgN rkõV$d“u gpnrZL$spAp¡ kdÅhp¡. 16
  What	are	records?	Explain	characteristics	of	a	good	filing	system.

â.6.  Write Short Note (Any Two) 16

 1. Ap¡qak g¡ApDV$“p “hp gnZp¡

  New	trends	in	office	layout

 2. Ap^yr“L$ apCrg„N kp^“p¡
 	 Modern	filing	devices

 3. Nrs Aæepk
  Motion study 

 4. Ap¡qak g¡ApDV$ Apep¡S>“
  Office	layout	planning	

 


