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 BCOE-144  

B.Com. GENERAL (CBCS) (BCOMG) 

Term-End Examination 

June, 2022 

 

BCOE-144 : OFFICE MANAGEMENT AND 

SECRETARIAL PRACTICE 

Time : 3 hours Maximum Marks : 100 

  (Weightage : 70%)   

Note :  Attempt any five questions. All questions carry 

equal marks. 

 

1. (a) ‘‘An office manager, one of the most 

important positions in a company, performs 

general administrative tasks, creates 

processes that drive effectiveness, guides 

and motivates personnel, and coordinates 

communication between departments.’’ 

Comment with the help of an example.  

(b) Explain the preparation and conduct of 

meetings. 10+10 

2. (a) What do you mean by Office ? Explain 

different types of offices.   

(b) What is voting ? Explain general rules for 

voting. 10+10 
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3. (a) What do you mean by consumables and 

stock register ? Explain.  

(b) What is office stationery ? Explain various 

types of stationery used in an office. 10+10 

4. (a) What is office equipment ? Elaborate different 

types of modern office equipment.  

(b) What is the importance of Mail ? Explain the 

mailing procedures.  10+10 

5. (a) Define office mechanization. Explain the 

advantages and disadvantages of office 

mechanization.   

(b) What are the duties of an office manager in 

relation to top management and 

subordinates ? Elucidate. 10+10 

6. Distinguish between any four of the  

following : 45=20 

(a) Line and Staff Organization 

(b) Debit and Credit Card 

(c) Public Meeting and Private Meeting 

(d) Personal Assistant and Secretary 

(e) Filing and Indexing 
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7. (a) Discuss the powers of a Chairman.  

(b) What do you mean by virtual office ? Explain 

the advantages and disadvantages of a 

virtual office. 10+10 

8. Write short notes on any four of the  

following : 5+5+5+5 

(a) Scanner 

(b) Video Communication 

(c) Audit 

(d) Role of a Secretary 

(e) Minutes of Meeting 
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 ~r.gr.Amo.B©.-144  

~r.H$m°_. gm_mÝ` (gr.~r.gr.Eg.) (~r.gr.Amo.E_.Or.) 

gÌm§V narjm 

OyZ,  2022 

 

~r.gr.Amo.B©.-144 : H$m`m©b` à~§YZ Am¡a g{Mdr` ì`dhma 

g_` : 3 KÊQ>o  A{YH$V_ A§H$ : 100 

  (^m[aVm :  70%)   

 ZmoQ> : {H$Ýht nm±M àíZm| Ho$ CÎma Xr{OE &  g^r àíZm| Ho$ A§H$ g_mZ 
h¢ & 

1. (H$) ‘‘EH$ H§$nZr _| g~go _hÎdnyU© nXm| _| go EH$, EH$ 

H$m`m©b` à~§YH$, gm_mÝ` àemg{ZH$ H$m`© H$aVm h¡, 

Eogr à{H«$`mE± ~ZmVm h¡ Omo à^mderbVm H$mo g§Mm{bV 

H$aVr h¢, _mJ©Xe©Z H$aVm h¡ Am¡a H${_©`m| H$mo ào[aV 

H$aVm h¡, Am¡a {d^mJm| Ho$ ~rM g§Mma H$m g_Ýd` 

H$aVm h¡ &’’ CXmhaU H$s _XX go {Q>ßnUr H$s{OE &  

(I) ~¡R>H$ H$s V¡`mar Am¡a g§MmbZ H$s ì`m»`m H$s{OE &  
  10+10 

2. (H$) H$m`m©b` go Amn Š`m g_PVo h¢ ? {d{^Þ àH$ma Ho$ 

H$m`m©b`m| H$s ì`m»`m H$s{OE &  

(I) _VXmZ Š`m h ¡ ? _VXmZ Ho$ gm_mÝ` {Z`_m| H$s ì`m»`m 
H$s{OE & 10+10 
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3. (H$) Cn^moÁ` dñVwAm| Am¡a ñQ>m°H$ a{OñQ>a go Amn Š`m 

g_PVo h¢ ? ì`m»`m H$s{OE &  

(I) Am°{\$g ñQ>oeZar Š`m h ¡ ? H$m`m©b` _| à ẁº$ hmoZo 

dmbr {d{^Þ àH$ma H$s ñQ>oeZar H$s ì`m»`m  

H$s{OE & 10+10 

4. (H$) H$m`m ©b` CnH$aU Š`m h¡ ? H$m`m©b` Ho$ {d{^Þ àH$ma 

Ho$ AmYw{ZH$ CnH$aUm| H$m dU©Z H$s{OE &   

(I) S>mH$ H$m Š`m _hÎd h¡ ? S>mH$ ^oOZo H$s à{H«$`mAm| 

H$mo g_PmBE & 10+10 

5. (H$) H$m`m©b` _erZrH$aU H$mo n[a^m{fV H$s{OE & 

H$m`m©b` _erZrH$aU Ho$ bm^ Am¡a hm{Z`m| H$s 

ì`m»`m H$s{OE &   

(I) erf© à~§YZ Am¡a AYrZñWm| Ho$ g§~§Y _| EH$ H$m`m©b` 

à~§YH$ Ho$ Š`m H$V©ì` h¢ ? ñnîQ> H$s{OE & 10+10 

6. {ZåZ{b{IV _| go {H$Ýht Mma  _| A§Va ñnîQ> H$s{OE : 45=20 

(H$) bmBZ Am¡a ñQ>m\$ g§JR>Z 

(I) S>o{~Q> Am¡a H«o${S>Q> H$mS>©  

(J) npãbH$ _rqQ>J Am¡a àmBdoQ> _rqQ>J 

(K) {ZOr ghm`H$ Am¡a g{Md 

(L>) \$mBqbJ Am¡a B§S>opŠg¨J 
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7. (H$) g^mn{V H$s e{º$`m| H$s MMm© H$s{OE &  

(I) dMw©Ab Am°{\$g go Amn Š`m g_PVo h¢ ? dMw©Ab 

Am°{\$g Ho$ bm^ Am¡a hm{Z`m| H$s ì`m»`m H$s{OE & 10+10 

8. {ZåZ{b{IV _| go {H$Ýht Mma na g§{jßV {Q>ßn{U`m±  

{b{IE : 5+5+5+5 

(H$) {MÌmÝdrjH$ (ñH¡$Za) 

(I) dr{S>`mo g§Mma 

(J) A§Ho$jU 

(K) g{Md H$s ^y{_H$m 

(L>) ~¡R>H$ Ho$ H$m`©d¥Îm 


