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B.Com. (Part-I) Examination, 2015

BUSINESS ADMINISTRATION

(Office Management)

Time Allowed : Three Hours ] [ Maximum Marks : 100

Note : Answer five questions in all.  Question No.

1 is compulsory. In addition attempt one

question from each unit.

kegâue heeBÛe ØeMveeW kesâ Gòej oerefpeS~ ØeMve meb. 1 DeefveJeeÙe& nw~

Fmekesâ Deefleefjòeâ ØelÙeskeâ FkeâeF& mes Skeâ ØeMve keâerefpeS~

1. Explain the following in brief: 4×10=40

eqvecveefueefKele keâer meb#eshe ceW JÙeeKÙee keâerefpeS :

(a) Functions of a modern office

DeeOegefvekeâ keâeÙee&ueÙe kesâ keâeÙe&

(b) Elements of office management

keâeÙee&ueÙe ØeyevOe kesâ lelJe

(c) Characteristics of a good report

Skeâ DeÛÚs ØeefleJesove kesâ DeeJeMÙekeâ ue#eCe

(d) Flow-charts

Heäuees-Ûeeš&

(4)

considered while designing office forms. 15

‘‘heâece& keâeÙee&ueÙe kesâ mecemle keâeÙeeX kesâ DeeOeejYetle GhekeâjCe nQ~’’

efšhheCeer keâerefpeS~ heâeceeX keâes ef[peeFve keâjles meceÙe OÙeeve efoÙes

peeves Jeeues efJeefYeVe IeškeâeW keâe efJeJesÛeve keâerefpeS~

7. (a) What are the essentials of a sound sys-

tem of stationery control? Explain. 7½

mšsMevejer efveÙeb$eCe keâer Skeâ me=ÂÌ{ heæefle kesâ ØecegKe lelJe

keâewve mes nQ? mhe„ keâerefpeS~

(b) Discuss the procedure of handing inward

mail. 7½

DeeJekeâ [ekeâ JÙeJemLee keâer ef›eâÙeeefJeefOe keâes mecePeeFÙes~

Unit - IV

FkeâeF& - IV

8. What is e-commerce? State the advantages

and limitations of e-commerce. 15

F&-JÙeeheej keäÙee neslee nw? F&-JÙeeheej kesâ ueeYe leLee Fmekeâer meerceeDeeW

keâe JeCe&ve keâerefpeS~

9. What do you understand by the term ‘office

reports’? Discuss  the stages of report writ-

ing. 15

keâeÙee&ueÙe ØeefleJesove mes Deehe keäÙee mecePeles nQ? keâeÙee&ueÙe ØeefleJesove

uesKeve keâer DeJemLeeDeeW keâe GuuesKe keâerefpeS~
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(e) E-payment systems

F&- hescesvš ØeCeeefueÙeeb

(f) Computer input and output devices

keâchÙetšj ceW ØeÙegòeâ nesves Jeeues Fvehegš leLee DeeGšhegš meeOeve

(g) Modern methods of filing

vemleerkeâjCe keâer DeeOegefvekeâ efJeefOeÙeeB

(h) E-communication modes

F&-mebØes<eCe ØeCeeefueÙeeB

(i) Paperless office

keâeiepeefJenerve keâeÙee&ueÙe

(j) System development life cycle

ØeCeeueer efJekeâeme peerJeve Ûe›eâ

Unit - I

 FkeâeF& - I

2. What is meant by the term ‘office’? Discuss its

importance in modern organizations. 15

‘keâeÙee&ueÙe’ mes keäÙee leelheÙe& nw? DeeOegefvekeâ mebie"veeW ceW Fmekesâ

cenlJe keâe efJeJesÛeve keâerefpeS~

3. (a) Discuss the various factors affecting of-

fice location. 7½

keâeÙee&ueÙe keâer mLeehevee keâes ØeYeeefJele keâjves Jeeues efJeefYeVe

IeškeâeW keâe JeCe&ve keâerefpeS~

(b) What is meant by office systems? Dis-

cuss the advantages of sound office sys-

tems. 7½

keâeÙee&ueÙe heæefleÙeeW mes keäÙee DeefYeØeeÙe nw? megÂÌ{ keâeÙee&ueÙe

heæefleÙeeW kesâ ueeYeeW keâe GuuesKe keâerefpeS~

Unit - II

FkeâeF& - II

4. What do you understand by the term Com-

puter Operating System? Also discuss the func-

tions of an operating system. 15

‘keâchÙetšj Deehejsefšbie efmemšce' mes Deehekeâe keäÙee DeefYeØeeÙe nw?

Deehejsefšbie efmemšce kesâ efJeefYeVe keâeÙeeX keâe Yeer GuuesKe keâerefpeS~

5. How can use of ICT (Information and Com-

munication Technology) facilitate the working

of an office? Explain. 15

metÛevee SJeb mebØes<eCe ØeewÅeesefiekeâer (DeeF&.meer.šer.) keâe ØeÙeesie efkeâme

Øekeâej keâeÙee&ueÙe kesâ keâeÙeeX keâes megefJeOeepevekeâ yeveelee nw? mhe„

keâerefpeS~

Unit - III

FkeâeF& - III

6. “Forms are the basic tools of all office work.”

Comment. Discuss the different factors to be

(2) (3)
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