
RAN-2408000602060009 ] [ 1 ] [ 40 ] P
7
2
5
1

RAN-2408000602060009
B.Com. (NCF-NEP) (Sem.- II) Examination April - 2026

Office Management

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.  “uQ¡“p âñp¡“p DÑf Ap‘p¡. (L$p¡B ‘Z 5)   [10]

 1. Ap¡qak L$pe®“p¡ A’® iy„ R>¡?
 2. k„õ’pdp„ Ap¡qak L$pe®“y„ dlÐh iy„ R>¡?
 3. âipk“pÐdL$ Ap¡qak d¡“¡S>d¡ÞV$“u k„L$ë‘“p“¡ ìep¿epres L$fp¡.
 4. h¥opr“L$ d¡“¡S>d¡ÞV$“p rkÙp„sp¡ iy„ R>¡?
 5. Ap¡qak d¡“¡S>d¡ÞV$dp„ dprlsu d¡“¡S>d¡ÞV$“u c|rdL$p iy„ R>¡?
 6. ‘¡‘fg¡k Ap¡qak“p¡ l¡sy iy„ R>¡?
 7. Ap^yr“L$ k„õ’pAp¡dp„ Ap¡qak d¡“¡S>d¡ÞV$“y„ dlÐh iy„ R>¡?

â.2.  k„õ’pL$ue gÿep¡ lp„kg L$fhp dpV¡$ Ap¡qak L$pe®“u k„L$ë‘“p A“¡ dlÐh ‘f QQp® L$fp¡.  [15]

A’hp
 A. Ap¡qak L$pe®dp„ h¥opr“L$ d¡“¡S>d¡ÞV$“u k„L$ë‘“p“¡ kdÅhp¡.  [08]

 B. bv$gpsp Ap¡qak Öíe A“¡ s¡“u Ap¡qak d¡“¡S>d¡ÞV$ ‘f Akf ‘f QQp® L$fp¡.  [07]

ENGLISH VERSION

Q.l.  Answer the Following. (Any 5)    [10]
	 1.	 What	is	the	meaning	of	office	work?
	 2.	 Explain	the	importance	of	office	functions	in	an	organization.
	 3.	 Define	the	concept	of	administrative	office	management.
	 4.	 What	are	the	principles	of	scientific	management?
	 5.	 Explain	the	role	of	information	management	in	office	management.
	 6.	 What	is	the	purpose	of	a	paperless	office?
	 7.	 Discuss	the	importance	of	office	management	in	modern	organizations.

Q.2.	 	 Discuss	the	concept	and	importance	of	office	work	in	achieving		 [15]

	 	 organizational	goals.
OR

	 A.	 Explain	the	concept	of	scientific	management	in	office	work.		 [08]

	 B.	 Discuss	the	changing	office	scene	and	its	impact	on	office	management.  [07]
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