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Office Management/&RITa™ Y=l

Certificate Course in Office Management (CCOM)
1*' Semester, Examination 2024 (June)

Time: 2:00 hrs Max. Marks: 100
Note : This paper is of Hundred (100) marks divided

into Two (02) Section A and B. Attempt the
questions contained in these sections according
to the detailed given therein. Candidates should
limit their answers to the questions on the given
answer sheet. No additional (B) answer sheet will

be issued.
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Section-A (Long-Answer-Type Questions)

Gus—'F (dd IRl a1l 9ee)

Note : Section 'A' contains Five (05) long-answer-type

Q.1.

Q.2.

questions of Twenty Six (26) marks each.
Learners are required to answer any Two (02)
questions only.
Qe ‘® H U™ (05) dd SRl drel e ey
T 8, Udd U & foly Bd¥ (26) 3idp FiRa
g | Rl o 579 ¥ @ae a1 (02) 9l B
SRNCE I

[2x26=52]

"Office Management is an essential part of business

management." Discuss.

"BIRITTT Y=, ATIANAD Ta=eT BT Udh A=1ard 3T
2" faqemT HifvTT |

Discuss the basic principles of office organisation.

BRI e & AR 9d Rgral @l fadem

PITY |
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Q.3.

Q4.

Q..

Give an outline of routine regarding handling incoming

mail of the office.

BRI | A dlell STh & Jag § Hrd Ay o
BRG] TR DITTT |

What do you mean by an office report? What is the
difference between formal and informal reports?

PRITTT Ufdes I 3T |7 FH 87 NyaiRe 3R

SRS Ufddedl ¥ w7 3R 87

"Electronic computer is the latest invention in the office
equipment." Explain its advantages and disadvantages.

gAlagI e HREY BT I3 H TG I3 @I 7 |”
9D M g BN BT AR DI |

Section-B (Short-Answer-Type Questions)
Gues— ' (g IRl a1l 9¥)

Note : Section 'B' contains Eight (08) short-answer-type

questions of Twelve (12) marks each. Learners
are required to answer any Four (04) questions

only.
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e ;. @re @ H A6 (08) Y SRl dtel WA &I

Q.1.

Q.2.

Q.3.

Q.4.

Q.5.

Q.6.

Q.7.

T g, U6 U & oIy 9RE (12) 3fa fRuiRa
g | Renffat o1 g8 9 ®ad IR (04) Ul B
IR o T

[4x12=48]

Briefly discuss any four (04) of the following:
1 % 9 fl IR (04) R Heg # ==l P

Role and functions of an office manager.

DHRTAT YTIH B ST T B |
Factors determining departmentation.

faariaever feiRd o+ dTel dd |

Structure of Business letter.

ARG UF Bl GAHT |

Meeting, Agenda and Minute.
43P, ToIvS] d BRI |

Importance of maintenance of Records.
AW & IG—EG BT He<d |

Characteristics of a good report.

8 RUIC & ofeor |
Different types of continuous stationary.

Jffafs~ o= IRl & YR |
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Q.8.  Importance of Indexing.

SHATOTDT BT HE |
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