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877 (E+H)B.A./B.COM./B.T.S. (Final Year)Examination 2010

AOM- 01

(Application Oriented Course/ O;ogkjewyd ikB~;dze)

Office Management / dk;kZy; izcU/k 

Time: 3 Hours                                                             Maximum Marks : 35

Section –A

Hkkx& d

Attempt the following questions.                                                                      

fuEufyf[kr iz”uksa ds mRrj nhft,A

1. Distinguish between any two of the following :                                         (3½x2=7)

       fuEufyf[kr esa ls fdUgha nks esa vUrj Li’V dhft, %

(a) Official letters and Business letters

(b) Hardware and Software.

(c) File and Index.

(d) Office management and record management.

¼v½ ljdkjh i= ,oa O;kolkf;d i=A

¼c½ gkMZos;j ,oa lkW¶Vos;jA

¼l½ Qkby ,oa b.MSDlA

¼n½ dk;kZy; izcU/k ,oa vfHkys[k izcU/k 

2. Write short notes on any two of the following :                                         (3½x2=7)

       fuEufyf[kr esa ls fdUgha nks ij laf{kIr fVIi.kh fyf[k,A

(a) Work Simplification.

(b) E mail.

(c) Office automation.

(d) Open office.

¼v½ dk;Z ljyhdj.kA

¼c½ bZ&esyA

¼l½ dk;kZy; LopkyuA
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¼n½ [kqyk dk;kZy;A

Section –B

Attempt any three questions. All questions carry equal marks.                            (7x3=21)

fdUgha rhu iz”uksa ds mRrj nhft,A lHkh iz”uksa ds vad leku gSA

1. Define office management. Describe the various functions of an office.

dk;kZy; izcU/k dh ifjHkk’kk nhft,A ,d dk;kZy; ds fofHkUu dk;ksZ dk o.kZu dhft,A

2. Office System, Procedures, Methods and Routines are exchangeable terms. Do 

you agree with this statement? Explain.

dk;kZy; iz.kkyh] i)fr;ka] fof/k;ka ,oa fnup;kZ lekukFkhZ “kCn gSaA D;k vki bl dFku 

ls lger gSa \ Li’V dhft,A

3. What do you understand by ‘communication’? Explain the characteristics of a 

good internal communication system.

lEizs’k.k ls vki D;k le>rs gSa \ ,d vPNh vkUrfjd lEizs’k.k iz.kkyh dh fo”ks’krkvksa  

dks le>kb;sA

4. Explain  briefly  the  relative  merits  of  the  various  methods  of  classification  of 

office files.

dk;kZy;  Qkbyksa  ds  oxhZdj.k  dh  fofHkUu  fof/k;ksa  ds  lkisf{kd  xq.kksa  dks  la{ksi  esa 

le>kb;sA

5. Outline the nature and significance of storage of office stationary. What are the 

important aspects of storage?

dk;kZy; LVs”kujh ds Hk.Mkj.k dh izd`fr ,oa egRo dks js[kkafdr dhft;sA Hk.Mkj.k ds 

egRoiw.kZ i{k D;k gSa \

6. What do you understand by office layout? Describe the principles of office layout.

dk;kZy; ys vkmV ls vki D;k le>rs gSa \ dk;kZy; ys vkmV ds fl)kUrksa dk o.kZu 

dhft,A

7. Discuss the advantages and limitations of computerization of an office.

,d dk;kZy; ds dEI;wVjhdj.k ds ykHkksa ,oa lhekvksa dh O;k[;k dhft,A

8. What do you mean by correspondence? State the advantages and disadvantages of 

centralized correspondence.
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i= O;ogkj ls vki D;k le>rs gaS \ dsUnzh;d`r i= O;ogkj ds xq.k ,oa nks’kksa  dks 

crkb;sA
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