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‘B. Com. (Part-I) Examination, 2015
(Optional-C) Sixth Paper
(Office Management)

Note :- Answer five question in all. Short answer type Question No. 1

carrying 40 marks is compulsory. Answer one question carrying
15 marks from each Unit.
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Write short notes on the following : 4x10~40
(i) @I Y& &7 HEd| Importance of office management.
(i) 3T @ TA @ GEeF|  Handling of inward mail

(1i1) %ﬁ?ﬁmﬂ Decentralisation.

(iv) U 39gh WIsfci SuTel &1 gH1d - U9T & 37 ang ad|

Factors to be considered while selecting a suitable filing system. -

(v} oriad § S Y98 9 a1 e 27
What is meant by flow of work in an office?
(vi) oMicd ¥ Tl & g W U fewon foRkae|
Write a note on typing of letters in an office.
(vii) @I TXeld0T & 38T Objectives of work simplification.
(viii) @ mﬂamﬁrml Card Indexing.
(ix) PR &I YA Utility of computer.
(x) &N &SR & oI Qualities of a receptionist.

-, Unit-1 (3&13-5219)
PRI WS- FT 2?7 S STo7 & Nl S aRaT difoie|
What is office organisation? Explain the principles of office organisation.
Or
Tt o Tawy § IRVl &1 US 3 HedqUl o 817 e
D] gge F=IRS FBINUT &I faivansdt o == Hifse

"Communication is a very important function of any business." -Explain.
Discuss the characteristics of a strong system of internal communication.

Unit-Il (36:73‘ fedfta)
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What are the various methods of duplicating? which method is Suitable
for’a large business office?

. @Wwaﬁwaﬁwﬁmaﬁmﬁaaﬁrépmﬁaﬁ
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afge?
What are the essentials of a good system of stationary storage? What

important points in your opinion should be considered in designing a
system of stationary issue?

Unit-1ll (3&7-gcha)

. BRI I ¥ WY 77 9HER £ sriiey ot Rtk & @ el

Qi &1 auie S| |
What do you understand by office machines? Describe the advantages
and disadvantages of office mechanical devices. Or

. Bied IR 68 o2 €7 39S 329l U9 HEd B aHestl

What is an office manual? Explain its objectives and importance.

Unit-1V (35T-agel)

8. Ficd Tede & 39 g FEEa &2 wRie fores & aRoli & sare Dl

What is meant by an office report? Explain the stages of writing report. Or

0. ARG TF-THER W 06 fawga e fofae! v sres Tawnis o3

& Aol B GhleE DI
Write a detailed note on business correspondence. Also enlist the quali-

ties of a good business letter.
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