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7/2 Roll No. ………………….. 

CCOM–01 

Office Management 

¼dk;kZy; izcU/k½ 

Certificate Course in Office Management  

(CCOM-12/CCOM-16) 

Examination, 2017 

Time : 3 Hours   Max. Marks : 80 

Note : This paper is of eighty (80) marks containing three 

(03) Sections A, B and C. Learners are required to 

attempt the questions contained in these Sections 

according to the detailed instructions given therein. 

uksV % ;g iz’u i= vLlh ¼80½ vadksa dk gS tks rhu ¼03½ [k.Mksa 

^d*] ^[k* rFkk ^x* esa foHkkftr gSA f’k{kkfFkZ;ksa dks bu 

[k.Mksa esa fn, x, foLr`r funsZ’kksa ds vuqlkj gh iz’uksa ds 

mŸkj nsus gSaA 

Section–A / [k.M&d 

(Long Answer Type Questions) / ¼nh?kZ mŸkjh; iz’u½ 

Note : Section „A‟ contains four (04) long answer type 

questions of nineteen (19) marks each. Learners are 

required to answer two (02) questions only. 
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uksV % [k.M ^d* esa pkj ¼04½ nh?kZ mŸkjh; iz’u fn;s x;s gSaA 

izR;sd iz’u ds fy, mUuhl ¼19½ vad fu/kkZfjr gSaA 

f’k{kkfFkZ;ksa dks buesa ls dsoy nks ¼02½ iz’uksa ds mŸkj nsus 

gSaA 

1. What do you mean by centralization and 

decentralization of office services ? Explain the merits 

and demerits of both. Why is departmentation of office 

necessary ? 

dk;kZy; lsokvksa ds dsUnzh;dj.k vkSj fodsUnzh;dj.k ls 

vkidk D;k vk’k; gS \ buesa ls izR;sd ds xq.k o nks”kksa dh 

O;k[;k dhft,A dk;kZy; dk foHkkxhdj.k D;ksa vko’;d 

gksrk gS \ 

2. Define records management. What are the objectives 

of records management ? Describe the functions of 

records management. 

fjdkWMZ O;oLFkk ¼izcU/ku½ dks ifjHkkf”kr dhft,A fjdkWMZ 

O;oLFkk ¼izcU/ku½ ds mís’; D;k gSa \ fjdkWMZ O;oLFkk 

¼izcU/ku½ ds dk;ks± dk o.kZu dhft,A 

3. What do you mean by correspondence ? Explain the 

different methods of drafting correspondence. 

i= O;ogkj ls vki D;k le>rs gSa \ i=ksa dk elkSnk rS;kj 

djus ds fofHkUu rjhdksa dh O;k[;k dhft,A 
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4. Explain the principles of purchasing office stationery. 

Why it is necessary to ensure proper management of 

stationery in the offices ? 

dk;kZy; ds fy, LVs’kujh [kjhnus ds fl)kUrksa dh O;k[;k 

dhft,A dk;kZy; esa LVs’kujh dh [kjhn dh mfpr izcU/k 

O;oLFkk djuk D;ksa egRoiw.kZ gS \ 

Section–B / [k.M&[k 

(Short Answer Type Questions) / ¼y?kq mŸkjh; iz’u½ 

Note : Section „B‟ contains eight (08) short answer type 

questions of eight (08) marks each. Learners are 

required to answer four (04) questions only. 

Answer of these questions must be restricted to two 

hundred fifty (250) words approximately. 

uksV % [k.M ^[k* esa vkB ¼08½ y?kq mŸkjh; iz’u fn;s x;s gaSA 

izR;sd iz’u ds fy, vkB ¼08½ vad fu/kkZfjr gSaA 

f’k{kkfFkZ;ksa dks buesa ls dsoy pkj ¼04½ iz’uksa ds mŸkj nsus 

gSaA izR;sd iz’u dk mŸkj nks lkS ipkl ¼250½ ‘kCnksa ls 

vf/kd ugha gksuk pkfg,A 

Briefly discuss any four (04) of the following : 

fuEufyf[kr esa ls fdUgha pkj ¼04½ ij la{ksi esa ppkZ dhft, % 

1. Challenges before office managers. 

dk;kZy; izcU/kd ds le{k pqukSfr;k¡A 

2. Steps to be taken in Office Layout Planning. 

dk;kZy; vfHkU;kl dh ;kstuk cukrs le; mBk;s tkus okys 

dneA 
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3. Organizational manual and Policy manual. 

laxBu fu;ekoyh o uhfr fu;ekoyhA 

4. Nature and purpose of Card Index. 

dkMZ vuqØef.kdk dh izd`fr o mís’;A 

5. Characteristics of good internal communication 

system. 

Js”B vkUrfjd iz.kkyh dh fo’ks”krk,¡A 

6. Various machines used for communication in the 

office. 

dk;kZy; esa lEizs”k.k ds fy, dke esa ykbZ tkus okyh fofHkUu 

izdkj dh e’khusaA 

7. Nature of office stationery and its significance in a 

modern office. 

LVs’kujh dh izd`fr o vk/kqfud dk;kZy; esa bldk egRoA 

8. Factors influencing good office personnel relations. 

dk;kZy; esa vPNs dkfeZd lEcU/kksa dks izHkkfor djus okys 

dkjdA 

Section–C / [k.M&x 

(Objective Type Questions) / ¼oLrqfu”B iz’u½ 

Note : Section „C‟ contains ten (10) objective type 

questions of one (01) mark each. All the questions 

of this Section are compulsory. 
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uksV % [k.M ^x* esa nl ¼10½ oLrqfu”B iz’u fn;s x;s gSaA izR;sd 

iz’u ds fy, ,d ¼01½ vad fu/kkZfjr gSA bl [k.M ds 

lHkh iz’u vfuok;Z gSaA 

Fill in the blanks with appropriate words or phrases : 

mfpr ‘kCn ;k okD;ka’k ds lkFk fjDr LFkkuksa dh iwfrZ dhft, % 

1. Grouping of similar activities to form functional 

departments is known as ............. . 

,d tSlh fØ;kvksa dk lewghdj.k djds dk;kZRed foHkkx 

cukuk 
------------------------

 dgykrk gSA 

2. Identity cards help in preventing ............... entry of 

outsiders inside the office. 

ifjp; i=ksa ls ckgj ds yksxksa ds dk;kZy; esa 
------------------------

 izos’k 

dks jksdk tk ldrk gSA 

3. It is not easy to achieve a .............. flow of work in 

actual practice. 

O;ogkj esa 
------------------------

 dk;Z izokg izkIr djuk ljy ugha gSA 

4. Loose-leaf binder can be used for ............... . 

[kqys iUus okyh ftYn dk iz;ksx 
------------------------

 ds fy, fd;k tk 

ldrk gSA 

5. End product obtained by processing raw data for a 

particular requirement is known as.............. 

fdlh fo’ks”k mís’; ds fy, vlalkf/kr vk¡dM+ksa ds izØe.k ls 

izkIr ifj.kke 
------------------------

 dgykrs gSaA 
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Write True or False against the following : 

fuEufyf[kr ds lkeus lR; vFkok vlR; fyf[k, % 

6. Records are maintained in the office for future 

reference. 

dk;kZy; esa Hkfo”; ds lUnHkZ ds fy, vfHkys[k j[ks tkrs gSaA 

7. The problems of external noise are within the control 

of office manager. 

dk;kZy; izcU/kd cká ‘kksj dh leL;k dks fu;af=r dj 

ldrk gSA 

8. Adequate office accommodation is essential to be 

provided as employees wish to relax while at work. 

i;kZIr dk;kZy; LFkku iznku djuk vko’;d blhfy, gksrk 

gS fd dke ds le; deZpkjh dqN le; foJke Hkh dj ldsaA 

9. Card indexing is less expensive than book-indexing. 

iqLrd vuqØef.kdk dh rqyuk esa dkMZ vuqØef.kdk de 

[kphZyh gksrh gSA 

10. Office mechanization brings about improvement in the 

quality of work. 

dk;kZy; esa e’khuksa ds iz;ksx djus ls dk;Z dh xq.koŸkk esa 

lq/kkj gksrk gSA 
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