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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.
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SECTION-A/ (@vs— &)
(Long-Answer-Type Questions)
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Note: Section 'A' contains five (05) long-answer-type
questions of fifteen (15) marks each. Learners are
required to answer any tree (03) questions.
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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?
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2. What is office manual? What are its various
types? Explain the importance of an office

manual.
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3. Why disposal of files or records is necessary?
What are the important considerations to be kept

in view before disposal of records? Explain.
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4. Explain the significance of internal office
communication. Describe the types of inter-
communication found in a modern office.
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5. What do you understand by work simplification?
What are the factors to be considered while
planning a program one of work simplification?
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SECTION-B / (@rs—)
(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.

(5x7=35)

dle: @veg @ # e (08) oY SN ¥ed ¥ W E
yAd wed o fore | (07) i fuiRa €1 Renffa
B T A dad Ufg (05) U B SR oA B |

1. Steps in Layout planning
A @ oIy AT 999 @ Ui |

S-42/CCOM-01 3 P.T.O.



2. Common difficulties that come in the way of an
Ideal Flow of Work.
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3. Methods of classification of Office papers and
records.

BT & BITONAl 9 RBrel Bl aHoT R D
W |

4. Stages in the Life span of Office records.
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5. Characteristics of Good Internal Communication
System.
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6. Factors to be Considered While Deciding on Office
Mechanization.
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7. Importance of Data and Information in Modern

Organization.
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8. Nature and Significance of Storage of Office
stationery.
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