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Note : This paper is of seventy (70) marks containing
three (03) sections A, B and C. Learners are
required to attempt the questions contained in these
sections according to the detailed instructions given
therein.
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Section-A / GUls—d

(Long Answer Type Questions) / (€78 IR T2

Note : Section ‘A’ contains four (04) long answer type
questions of fifteen (15) marks each. Learners are
required to answer two (02) questions only.
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Explain the meaning and nature of Office Stationery.
Describe its significance in a modern office.
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What do you mean by office systems and procedures ?

Explain the advantages and limitations of office
systems.
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Why is disposal of files or records necessary ? What

are the important considerations to be kept in view
before disposal of records ?
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What do you understand by welfare ? List the
important staff welfare measures that are actually
extended to employees in a modern office. Explain.
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Section-B / Yrs—Yg
(Short Answer Type Questions) / (79 ITRIT U%)

Note : Section ‘B’ contains eight (08) short answer type
questions of five (05) marks each. Learners are
required to answer six (06) questions only. Answers
of these questions must be restricted to two hundred
fifty (250) words approximately.
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Briefly discuss any four (04) of the following :
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1. “The office is to Business what the main spring is to a
Watch.”
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2. Essentials of Good Filing System.
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3. Safety and Security requirements of an Office.

PRI B GRET G q919 DI JALIHA |

A-89 P.T.O.



[4] CCOM-01
4. Different methods of Dictation used in Offices.
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5. Main points to be considered in Drafting an Office
report.
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6. Computer Applications in Office Management.

ST Ya H BRI B ITAN |

7. Write short notes on the following :

(@) Electronic Mail and Database Management
System

(b) Decentralization
fferiad w wiera fewforit foRay -
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8. Distinguish between notification and proclamation.
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Section-C / YUvs—1T

(Objective Type Questions) / (a¥fS Je-)

Note : Section ‘C’ contains ten (10) objective type
questions of one (01) mark each. All the questions
of this section are compulsory.
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Fill in the blanks with appropriate words or phrases :
SfYd e A1 ARy & A Rad Ml & g S

1. The process of transmitting information and
understanding from one person to another is known
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2. Personnel management tries to make the best use of
................... in an organization.
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3. A specific way in which a piece of work is to be done
is called ?
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4. What is the use of Franking Machine ?

b 7l BT T YA € ?
5. Stationery received and issued are recorded in
..................... book.
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Indicate the correct answer option :
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Which of the following factors determine the location
of an office ?

(@) Size of Accommodation

(b) Shape of Accommodation

(c) Cost of Accommodation

(d) All of the above
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The software which controls of functioning of the
computer is called ?

(@) Intergrated software
(b) Application Software
(c) System Software

(d) None of these
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Which method of filing is normally used in the sales
department ?
(@) Geographical Filing Method
(b) Descriptive Filing Method
(c) Chronological Filing Method
(d) None of these
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Remarks written on the notesheet is called as :

(@) Office Order

(b) Format

(c) Noting

(d) None of these
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10. Indexing is an important ...................
(@) Method of Filing
(b) Method of Maintaining Account Books
(c) Aidto Filing
(d) Method of Maintaining Statistical Books
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