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BACHELOR’S DEGREE PROGRAMME 

(B. COM.)  

Term-End Examination 

June, 2021 

AOM-1 : OFFICE ORGANIZATION AND 
MANAGEMENT 

Time : 2 Hours     Maximum Marks : 50 

Note : Answer any five questions. All questions 

carry equal marks. 

1. What do you mean by Internal  

Communication ? Explain briefly the 

characteristics of a good communication 

system.   3, 7 

2. Define office management. Explain the function 

of an office manager. 3, 7 

3. Discuss the impact of noise in office 

environment. What measures can be taken to 

reduce this noise ? 5, 5 
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4. Differentiate between open office and private 

office. What are the advantages of an open 

office over the private office ? 5, 5  

5. Explain the objectives of indexing. What are the 

essentials of a good indexing ?  4, 6 

6. Briefly comment on any two of the following :  

5, 5 
(i) A virtual office enables business to have 

many of the benefits. 

(ii) Flexible office space is a flexible 

alternative to traditional office solution. 

(iii) Office management involves the planning, 

design, implementation of work in an 

organization and its office.    

7. Distinguish between any two of the following :  

5, 5 

(i) Primary data and secondary data 

(ii) Office and e-office 

(iii) Formal and informal communication 
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8. Write short notes on any two of the following :  

5 each 

(i) Standardization 

(ii) Work measurement 

(iii) Office employee 
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      AOM-1 

Lukrd mikf/ dk;ZØe (ch- dkWe-) 

l=kkar ijh{kk 

twu] 2021 

,-vks-,e--1 % dk;kZy; laxBu vkSj izca/u 

le; % 2 ?k.Vs     vf/dre vad % 50 

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

vad leku gSaA 

1- vkUrfjd laizs"k.k ls vki D;k le>rs gSa \ ,d Js"B 

vkUrfjd laizs"k.k iz.kkyh dh fo'ks"krkvksa dh la{ksi esa 

O;k[;k dhft,A 3] 7 

2- dk;kZy; izcU/ dh ifjHkk"kk nhft,A dk;kZy; izca/d 

ds dk;ks± dh O;k[;k dhft,A 3] 7 

3- dk;kZy; okrkoj.k ij 'kksj ds izHkko dh foospuk 

dhft,A ,sls 'kksj dks de djus ds fy, D;k mik; 

viuk;s tk ldrs gSa \ 5] 5 
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4- [kqyk dk;kZy; ,oa futh dk;kZy; esa vUrj crkb,A 

futh dk;kZy; dh rqyuk esa ,d [kqys dk;kZy; ds 

D;k ykHk gSa \  5] 5 

5- vuqØef.kdk ds mís'; crkb,A ,d vPNh 

vuqØef.kdk ds vko';d rRo D;k gksrs gSa \ 4] 6 

6- fuEufyf[kr esa ls fdUgha nks ij laf{kIr fVIi.kh 

dhft, %   5] 5 

(i)  ,d vkHkklh dk;kZy; O;olk;ksa dks dbZ ykHk 

iznku djrk gSA 

(ii)  yphyk dk;kZy; LFkku] ikjEifjd dk;kZy; 

lek/ku dk ,d yphyk fodYi gSA 

(iii)  dk;kZy; izca/u esa laxBu vkSj mlds dk;kZy;ksa 

esa ;kstuk] fMtkbu] dk;Z dk dk;kZUo;u 'kkfey 

gSaA 

7- fuEufyf[kr esa ls fdUgha nks esa vUrj crkb, % 5] 5 

(i)  izkFkfed vk¡dM+s ,oa f}rh;d vk¡dM+s 

(ii)  vkWfiQl vkSj bZ&vkWfiQl 

(iii)  vkSipkfjd vkSj vukSipkfjd lEizs"k.k 
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8- fuEufyf[kr esa ls fdUgha nks ij laf{kIr fVIi.kh 

dhft, %   izR;sd 5 

(i)  ekudhdj.k 

(ii)  dk;Z ekiu 

(iii)  dk;kZy; deZpkjh 
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