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B. Com. (GENERAL) (CBCS) 
Term-End Examination 

December, 2022 

BCOE–144 : OFFICE MANAGEMENT AND 

SECRETARIAL PRACTICES 

 Time : 3 Hours    Maximum Marks : 100 

Weightage : 70% 

Note : Answer any five questions. All questions 

carry equal marks.  

1. (a) “Office Management is the art of planning, 

organizing, designing, controlling the 
employees and curating the activities to 
achieve the mission, vision and goal of a 

company.” Comment on this statement 
with the help of an example. 10 

(b) Explain the different methods of voting. 

10 
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2. (a) What do you mean by etiquette ? What is 

office etiquette ? Explain the importance of 

office etiquettes. 10 

(b) Explain the duties of a secretary in an 

office.  10 

3. (a) What is online banking ? Explain various 

types of payments made through online. 10 

(b) What are the factors involved in selecting 

office machines ? 10 

4. (a) What is Budget ? Explain various types of 

Budgets. 10 

(b) Discuss the importance of secretarial work. 

10 

5. (a) Discuss general rules governing the 

discussion and debate in a meeting. 10 

(b) Explain various principles of vouching. 10 

6. Distinguish between any four of the following : 

5×4=20 

(a) Virtual Office and Physical Office 
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(b) Centralization and Decentralization 

(c) Inward and Outward mails 

(d) Contact field and Custom field 

(e) Credit card and Wallet 

7. (a) Define the term Audit. Distinguish 

between statutory audit and internal 
audit.  10 

(b) What do you mean by a meeting ? Explain 

annual general meeting and extraordinary 
general meeting. 10 

8. Write short notes on any four of the following : 

5+5+5+5 

(a) Office Layout 

(b) Hybrid Office 

(c) Work from Home 

(d) Office automation 

(e) Preparation of agenda 

(f) Amendments 
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      BCOE–144 

ch- dkWe- (lkekU;) (lh- ch- lh- ,l-) 

l=kkar ijh{kk 

fnlEcj] 2022 

ch-lh-vks-bZ--144 % dk;kZy; izca/u vkSj lfpoh; 

O;ogkj 

le; % 3 ?k.Vs     vf/dre vad % 100 

Hkkfjrk : 70% 

uk sV % fdUgha ik ¡p iz'uksa ds mÙkj nhft,A lHkh iz'uksa ds 

vad leku gSaA  

1- (d)  ¶dk;kZy; izca/u ,d dEiuh ds fe'ku] n`f"V 

vkSj y{; dks izkIr djus ds fy, ;kstuk cukus 

O;ofLFkr djus] fMtkbu djus] deZpkfj;ksa dks 

fu;af=kr djus vkSj xfrfof/;ksa dks D;wjsV djus 

dh dyk gSA¸ bl dFku ij ,d mnkgj.k dh 

lgk;rk ls fVIi.kh dhft,A 10 
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([k)  ernku dh fofHkUu fof/;ksa dk o.kZu dhft,A 
10 

2- (d)  f'k"Vkpkj ls vki D;k le>rs gSa \ dk;kZy; 

f'k"Vkpkj D;k gS \ dk;kZy; f'k"Vkpkj ds 

egRo dk o.kZu dhft,A 10 

([k)  ,d dk;kZy; esa lfpo ds drZO; dh O;k[;k 

dhft,A 10 

3- (d)  vkWuykbu cSafdax D;k gS \ vkWuykbu ds ekè;e 

ls fd, tkus okys fofHkUu izdkj ds Hkqxrkuksa dks 

le>kb,A 10 

([k)  dk;kZy; e'khuksa ds p;u esa dkSu&ls dkjd 

'kkfey gSa \ 10 

4- (d)  ctV D;k gS \ fofHkUu izdkj ds ctVksa dh 

O;k[;k dhft,A 10 

([k)  lfpoh; dk;Z ds egRo dh O;k[;k dhft,A 

10 
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5- (d)  cSBd esa ppkZ vkSj okn&fookn dks fu;af=kr 

djus okys lkekU; fu;eksa dh ppkZ dhft,A 10 

([k)  okmfpax ds fofHkUu fl¼kUrksa ij izdk'k Mkfy,A 

10 

6- fuEufyf[kr esa ls fdUgha pkj esa vUrj dhft, % 

5×4=20 

(d)  opZqvy vkWfiQl vkSj fiQftdy vkWfiQl 

([k)  dsUnzhdj.k vkSj fodsUnzhdj.k 

(x)  vkod vkSj tkod Mkd 

(?k)  laidZ {ks=k vkSj dLVe {ks=k 

(Ä)  ØsfMV dkMZ vkSj okWysV 

7- (d)  vkWfMV 'kCn dh ifjHkk"kk nhft,A lkafof/d 

ys[kkijh{kk vkSj vkarfjd ys[kkijh{kk esa vUrj 

Li"V dhft,A 10 

([k)  cSBd ls vki D;k le>rs gSa \ okf"kZd vke 

cSBd vkSj vlk/kj.k vke cSBd dk o.kZu 

dhft,A 10 
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8- fuEufyf[kr esa ls fdUgha pkj ij laf{kIr fVIif.k;k¡ 

fyf[k, %   5$5$5$5 

(d)  dk;kZy; vfHkU;kl 

([k)  gkbfczM dk;kZy; 

(x)  ?kj ls dke 

(?k)  vkWfiQl dk vkWVkses'ku 

(Ä)  ,tsaMk rS;kj djuk 

(p)  la'kks/u 
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