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CCOM-01 

Office Management / dk;kZy; izcU/ku 

Certificate Course in Office Management  

(CCOM-16/17) 

Examination, 2019 

Time: 03 Hours      Max. Marks: 80 

 
Note: This paper is of eight (80) marks, divided into 
two (02) sections A and B. Attempt the questions 
contained in these sections according to the detailed 
instructions given therein. 
uksV% ;g iz”ui= vLlh ¼80½ vadksa dk gS tks nks ¼02½ [k.Mkas] 
^d* rFkk ^[k* esa foHkkftr gSA izR;sd [k.M esa fn, x, foLrr̀ 
funsZ”kksa ds vuqlkj gh iz”uksa dks gy djuk gSA 
 

SECTION-A/ ¼[k.M& d½ 
(Long-Answer-Type Questions)  

¼nh?kZ mRrjksa okys iz”u½ 
Note: Section 'A' contains five (05) long-answer-type 
questions of fifteen (15) marks each. Learners are 
required to answer any tree (03) questions. 
         (3×15=45) 
uksV% [k.M ^d* esa ik¡p ¼05½ nh?kZ mRrjksa okys iz”u fn;s x;s 
gSa] izR;sd iz”u ds fy, iUnzg ¼15½ vad fu/kkZfjr gSaA 
f”k{kkfFkZ;ksa dks buesa ls dsoy rhu ¼03½ iz”uksa ds mRrj nsus 
gSaA 
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1. What do you understand by office management? 

Explain its importance in business house. What 

steps you will take while organizing an office? 
 
dk;kZyk;  izca/k ls vki D;k le>rs gS\ O;olk; x̀gksa ds 

fy, blds egRo dh O;k[;k dhft,A fdlh dk;kZy; dk 

laxBu djrs le; vki D;k dne mBk;saxs\ 

 
2. What is office manual? What are its various 

types? Explain the importance of an office 

manual. 
 
dk;kZyk; fu;ekoyh D;k gS\ blds fofHkUu izdkj  

dkSu & dkSu ls gS\ dk;kZyk; fu;ekoyh ds egRro dh 

O;k[;k dhft,A 

3. Why disposal of files or records is necessary? 

What are the important considerations to be kept 

in view before disposal of records? Explain. 
 
fjdkWMZ ;k Qkbyksa dks gVkuk D;ksa vko”;d gksrk gS\ 

fjdkWMksZ dks gVkus ls igys fdu&fdu ckrksa ij fopkj 

djuk pkfg,\ O;k[;k dhft,A 
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4. Explain the significance of internal office 
communication. Describe the types of inter-
communication found in a modern office. 

vkarfjd dk;kZy; lEizs’k.k ds egRro dh O;k[;k 
dhft,A vk/kqfud dk;kZy;ksa esa dke esa yk, tkus okys 
vkarfjd lEizs’k.k ds fofHkUu izdkjkas dk o.kZu dhft,A 

5. What do you understand by work simplification? 
What are the factors to be considered while 
planning a program one of work simplification? 

dk;Z ds ljyhdj.k ls vki D;k le>rs gSa\ dk;Z ds 
ljyhdj.k ds dk;ZØe dh ;kstuk cukrs le; fdu ewy 
dkjdksa dks /;ku esa j[kuk pkfg,\ 

SECTION-B / ¼[k.M&[k½ 

(Short-Answer Type Questions) 

Note: Section ‘B’ contains eight (08) short-answer 
type questions of seven (07) marks each. Learners are 
required to answer any five (05) questions only. 
                 (5×7=35) 

uksV% [k.M ^[k* esa vkB ¼08½ y?kq mRrjh; iz”u fn;s x;s gSa] 
izR;sd iz”u ds fy, lkr ¼07½ vad fu/kkZfjr gSaA f”k{kkfFkZ;ksa 
dks buesa ls dsoy ik¡p ¼05½ iz”uksa ds mRrj nsus gSaA 
 

1. Steps in Layout planning  
vfHkU;kl ds fy, ;kstuk cukus dh izfd;kA 
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2. Common difficulties that come in the way of an 
Ideal Flow of Work. 
dk;Z ds vkn”kZ izokg esa vkus okyh lekU; dfBukb;k¡A 

3. Methods of classification of Office papers and 
records. 
dk;kZy; ds dkxtkrksa o fjdkMks± dks oxhZdj.k djus ds 
rjhdsaA 

4. Stages in the Life span of Office records. 
dk;kZy; fjdkMksZ ds thou dky dh voLFkk,¡A 

5. Characteristics of Good Internal Communication 
System. 
Js’B vkarfjd lEizs’k.k iz.kkyh dh fo”ks’krk,¡A 

6. Factors to be Considered While Deciding on Office 
Mechanization. 
dk;kZy; ds e”khuhdj.k djus ls igys /;ku esa j[ks tkus 
okys rRoA 

7. Importance of Data and Information in Modern 
Organization. 
vk/kqfud laxBu esa vakdM+ksa vkSj lwpuk dk egRoA 
 

8. Nature and Significance of Storage of Office 
stationery. 
dk;kZy; ds LVs”kujh ds Hk.Mkj.k dk Lo:Ik o egRoA  

 

***** 


