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CCOM-01 
Office Management/    

Certificate Course in Office Management (CCOM) 

1st  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. 
 

uksV % bl iz'ui= lkS ¼100½ vadksa dk gS tks nks ¼02½ [k.Mksa] 

d rFkk [k esa foHkkftr gSA izR;sd [k.M esa fn, x, 

foLrr̀ funsZ'kksa ds vuqlkj gh iz'uksa dks gy djuk gSaA 

ijh{kkFkhZ vius iz'uksa ds mRrj nh xbZ mRrj&iqfLrdk 

rd gh lhfer j[ksaA dksbZ vfrfjDr ¼ch½ mRrj 

iqfLrdk tkjh ugha dh tk;sxhA 

      P.T.O. 
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Section-A (Long-Answer-Type Questions) 

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

questions of Twenty Six (26) marks each. 

Learners are required to answer any Two (02) 

questions only. 
 

uksV % [k.M ^d* esa ik¡p ¼05½ nh?kZ mRrjksa okys iz'u fn;s 

x;s gSa] izR;sd iz'u ds fy, NCchl ¼26½ vad fu/kkZfjr 

gSaA f'k{kkfFkZ;ksa dks buesa ls dsoy nks ¼02½ iz'uksa ds 

mRrj nsus gSaA 

[2x26=52] 

 

Q.1. "Office Management is an essential part of business 

management." Discuss. 

 Þdk;kZy; izcU/k] O;kolkf;d izcU/k dk ,d vfuok;Z vax 

gSAÞ foospuk dhft,A 

Q.2. Discuss the basic principles of office organisation.  

 dk;kZy; laxBu ds vk/kkj Hkwr fl)kUrksa dh foospuk 

dhft,A 
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Q.3. Give an outline of routine regarding handling incoming 

mail of the office. 

 dk;kZy; esa vkus okyh Mkd ds laca/k esa dk;Z fof/k dh 

:ijs[kk izLrqr dhft,A 

Q.4. What do you mean by an office report? What is the 

difference between formal and informal reports?  

 dk;kZy; izfrosnu ls vki D;k le>rs gS\ vkSipkfjd vkSj 

vukSipkfjd izfrosnuksa esa D;k varj gS\ 

Q.5. "Electronic computer is the latest invention in the office 

equipment." Explain its advantages and disadvantages. 

 ÞbysDVªksfud dEI;wVj dk;kZy; ;=ksa esa lcls ubZ [kkst gSAß 

blds ykHk o gkfu;ksa dh O;k[;k dhft;sA 

 

Section-B (Short-Answer-Type Questions) 

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. 

 

 
 
 
 

 
 

P.T.O. 
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uksV % [k.M ^[k* esa vkB ¼08½ y?kq mRrjksa okys iz'u fn;s 

x;s gSa] izR;sd iz'u ds fy, ckjg ¼12½ vad fu/kkZfjr 

gSaA f'k{kkfFkZ;ksa dks buesa ls dsoy pkj ¼04½ iz'uksa ds 

mRrj nsus gSaA 

[4x12=48] 

 Briefly discuss any four (04) of the following: 

 fuEu esa ls fdUgha pkj ¼04½ ij la{ksi esa ppkZ dhft,% 

 

Q.1. Role and functions of an office manager. 

 dk;kZy; izcU/kd dh Hkwfedk o dk;ZA 

Q.2. Factors determining departmentation. 

 foHkkxh;dj.k fu/kkZfjr djus okys rRoA 

Q.3. Structure of Business letter. 

 O;kikfjd i= dh lajpukA 

Q.4. Meeting, Agenda and Minute. 

 cSBd] ,ts.Mk o dk;Zo`ÙkA 

Q.5. Importance of maintenance of Records. 

  vfHkys[kksa ds j[k&j[kko dk egRoA 

Q.6. Characteristics of a good report. 

 Js"B fjiksVZ ds y{k.kA 

Q.7. Different types of continuous stationary. 

 vfofNUu ys[ku lkexzh ds izdkjA 
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Q.8. Importance of Indexing. 

 vuqØef.kdk dk egRoA 

 

  
********************** 


