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B. Com. (Part-I) Examination, 2016
(Optional-C) Sixth Paper
(Office Management)

= .
@ Note :- Answer five question in all. Short answer type Question No. 1
5 carrying 40 marks is compulsory. Answer one questlon carrying
= 15 marks from each Unit.
S 1. PeafRea w Wit Rl iR
g Write short notes on the following : 4x10=40
. (i)>  3ME® ST B faeran
Characteristics of Modern office
(i) S el AT & HaeA
Handling of outward mail
(iii) = TR
Centralisation.
(iv) wEfor & amw
_ Merits of Filing
(v) O YaiE & HIEDH
Channels of Flow of Work.
(vi) el SrmHIOTa!
Visible Indexing
= (vii) orafea aifae faftal & amw
5 Advantages of Office Mechanical Devices
S i) wrafed gk @ v
= Contents of Office Manual
o
g (ix) Trafaa afekde! & TR
=

Kinds of Office Reports
(x) W @& B e

Characteristics of Reception Room.
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Unit-1 (3®TE-57219)

. TP AYHS Sraferd & o Srafera 167 & S |1 IR 37 I9GTH

e 27 faden Sl

Which form of the office organisation in your opinion is suitable for a
modern office? Discuss. ' Or

. fasmivaszor & & arf 22 fawmiaaor & geRi &1 aof= S|

What is meant by Departmentation? Describe different types of
departmentation.

Unit-11 (3®T3-Tgchta)
faastraRor &t ufkemsT A5 qor 39 or-det & e S

Define Decentralisation and discuss its merits and demerits. Or
. S GIEFETT JOTIel | 31T a1 LT 8?2 BRI aRA & 3MeYfId @t
& fader S|

What do you understand by good filing system? Discuss the modern
methods of filing.

Unit-111 (3373-gciia)
AT TS T T I 2? U6 W e U & aeraansi
&1 Ui HIFII

What is meant by office system? Describe the characteristics cf a sound
oftice system. Or

. B WReraxor & 3, I vd gl &1 9ol SR

Describe the meaning, objectives and principles of work simplification. |

Unit-IV (3075-agf)

| B W @ &2 e TR duR ok wng e

S 9 v Raerl @ e sl

What is office report? Explain the main principles to be consider while
drafting office report.

Or

Frafea oHaRal & uferenT 9 o e &2 uieneior &) fafie faftat
&1 gui sl

What do you mean by training of office employees? Describe the

- different methods of traiming.
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