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FACULTY OF COMMERCE & MANAGEMENT
B.Com F.Y (Sem-II)
Examination March / April - 2023
Office Management-11

[Time: 3:00 Hours] [Max. Marks: 80]
Please check whether you have got the right question paper.
N. B 1. Q. 1 is compulsory
2. Solve any four question from Q. 210 Q. 7
1. Uz % 1 e 3mg
2. TR 2d URA P 7 TiUD! DIVIAG! IR Y3 Argdl
Q1 (A) Select the appropriate option S
g yaiy Faet
1) Which of the following include in office activity
a) Processing outgoing mail b) Processing incoming
¢) Communication d) All of the above
WS IEUD! HIUIT / BV HTATGH BB GHIAY 3ed
31) ST HSaR Ufehar &) U1 AGaR Ufchar
&) TS S) o qd
2) Which is not include in advantages of centralization of office services
a) Better Administration and control b) Delay in work
c) Avoids duplication d) Standardization
PTG JaAT HAIBGRUTAT BIAH B0 MBIl AT TG
3N ITS TR SfoT fd=or §) HTEd [dod
&) Th e TTwd 8) AHBIGRUT
3) An interrelated procedure necessary to achieve a well detained goal is called as .....
a) System b) Method
c) Procedure d) None of these
1
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IS YR URUTNG 5 A1 HRUIMTST 1T D UMY SHTcRfehaT ....... 3
UGG

3) JoTet ) Ugd
%) yfema S) Yitieb! e
4) Which of these is concerned with presentation of facts and finding about on event
a) Latter b) Report
c) File d) Minute
B! HIUIT TG YeATawt qed ST fFshuiear Fediamwonzh Jefid 3mg
3) U d) 3fedid
) BRSO ) ffae
5) Which short cut key is used to save the page image or document you are viewing
a) CTRL+S b) CTRL+C
c) CTRL+X d) CTRL+P
3{TYUT UT8d G GAT U§ UTSHT fbdl G¥dras] Sia- HRUGMS] HIvl Fcdhe dt
TR ®NTd
3)) Riclemue + T 9) Ry&eRTe + 4t
%) RICISRUS + T $) UIc3R o + U

B) Give the answer in one sentence

UehT dTeTd 3k &l

1) State any two basic function of modern office
MY RIS HIVRE! & GoNd 1Y T

2) What is system analysis

quTo! fazow0 IS &I

3) What is office service

HRATGU 9T IBUN B
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4) State the definition of report

3TaTaTd! GTRHTST g1

5) State any two advantages of EDP?

EDP T HIUds! GIF BIUC (o8]

C) Fill in the blank (T ST 4R )

1) ... is used for conversion of hard copy data into digital format

....... 2 gTe Pl S fEfoee ey TUTdR HRUAR™IT3! aTuRe S

2) ... Means for measuring and recording the performance of an employee

........ 8 BTHIRARN SRR AISUTITS 3107 XPTs HIUANTS! 3T

3) office operations are also known as ....

HATGA HRIBIGUT ...... 36! U

D) True or falls (< Dl R

1) The office is the administrative center of a business
PG g AT TRINH 5% 35

2) Business itself is a system
AU W b JUT! 318 STHE 3ch IUUUITST ST

3) Provision of stationery and supplied is not involved in office service
FHATGU YT W 30T RISATE dRog THIAY ATl

4) All document is record

Id BIICU YhIg 3ed
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Q2

Q3

Q4

Q5

Q6

Q7

5) Airline reservation system is an example of real time processing

T3RSTS 3R YUMST § J131@ TS H Ufehi) IS8T 3R

Explain the functions and important of modern office?

YT HrATearE S ST Hewd THogT I

What is flow of work? Describe the chart of flow of work with diagrams

HTHET FaTE WU $H1 ? Pdg DI YA dad qui BT

Write meaning and nature or office services

HRTGA Jarar 3rf T Ty fogT

What is report writing? Explain types of report on detail

IEAT® ST WU B ? AT UBR WP B

Write essay on Electronic Data processing

godI P sel MRRITaR May fogr

Write short notes 10 ﬁ"TGT (?ﬁST:RTIFD (any two)

a) File creation

3f) BIe® TaR B0

b) Filling

<) BIRfAT

c) Decentralization of office service

F) PTGUH Jara bR
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