No. of Printed Pages : 6 BCOE-144

BACHELOR OF COMMERCE
(GENERAL) (CBCS) [B. COM. ()]
Term-End Examination
June, 2024

BCOE-144 : OFFICE MANAGEMENT AND
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Note : Attempt any five questions. All questions

carry equal marks.

1. (a) What 1is office layout ? State its

objectives. 10

(b) State the significance of office procedure

followed in office. 10

2. What are office etiquettes ? List out ten do’s

and don’ts for office etiquettes. 10+10

P.T.O.
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“Line organization is the simplest framework
for the whole administrative organization.”
Elaborate. Discuss its advantages and

disadvantages. 8+12

Discuss in detail the roles and duties of
office  manager with the help of suitable

examples. 20

(a) Explain the term ‘filing’. What are the

characteristics of a good filing system ? 10

(b) Explain various stages of the filing process.

10

(a) Explain the qualifications of a Secretary.

10

(b) Briefly explain various types of budgets.
10

(a) What are the various ways in which a
meeting can be classified ? Discuss in

detail. 15

(b) What are the requisites of a wvalid

meeting ? 5
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8. What do you mean by office mechanisation ?

Explain its advantages and disadvantages. 20

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

5x4=20

(1) Purchasing principles

(1) E-mail etiquette

(111) Advantages of good Indexing System
(iv) Consumable/Stock Register

(v) Web-Conferencing

(vi) E-governance

P.T.O.
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FEfe ReER ®1 ¢ ? e iwER &
fou @ #=n X R T 7 W F g R

10+10

“JET WS HYU wRmEiTR §ed & fau ged
T @ren g1" faer 9 sdEu sEe WiEe SR

IRIE W == RIS 8+12

SYY IEUN 1 TSRl ¥ FHEed Jaush i
qfrehTati 3R wdei &1 fawar @ == SIS 20

(37) ' FEfET’ IR HI A HIVU TH T
Frsfer fawen &t fagvand &= © ? 10

(9) wfan wfea & fafa= =Roni &1 =aren
it 10

(31) wfga &1 Fraad T Sifsu| 10

(@) fafy= 9R & oo &1 HWe9 H 9uiF
aﬂﬁnzl 10
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7. (3™ HA-9 fafa= i € o8 fee 9s®
! aifiehd feran ST Hehal © 2 fo&dr @
EECaISIY 15

(9) Tk 99 d93F 1 TELIHAT RM 8 2 5

8. HHEfeTd TRl ¥ MY M GHIA © 7 IHh

EER 3R THEH FdEy 20
9. frefafad o ¥ fodl wm W Hfya femforr

fafex - 5x4=20

(i) 3 fagia

(i) -Ha RrerEr

(iii) ST=31 TIHTU YUeH & arH

(iv) SuHE/ i WeEt
(v) I@-ihfaT
(vi) 3-TTertm
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