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CCOM-01
Office Management/dk;kZy; çcU/k

Certificate Course in Office Management (CCOM-16/17)
Examination 2021 (Winter)

Time: 2 Hours Max. Marks: 100

Note : This paper is of hundred (100) marks divided into
two (02) Sections A and B. Learners are required to
attempt the questions contained in these sections
according to the detailed instructions given therein.

uksV % ;g ç'ui= lkS ¼100½ vadksa dk gS tks nks ¼02½ [k.Mksa] d

rFkk [k esa foHkkftr gSA f'k{kkfFkZ;ksa dks buesa ls çR;sd

[k.M esa fn, x, foLr`r funsZ'kksa ds vuqlkj gh ç'uksa dks

gy djuk gSA

Section – A /[k.M&d

(Long Answer – type questions) /¼nh?kZmRrjksaokys ç'u½

Note: Section 'A' contains Five (05) long-answer-type
questions of Twenty Six (26) marks each. Learners are
required to answer any two (02) questions only.

[2 x 26 = 52]

P.T.O.
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uksV % [k.M ^d* esa ik¡p ¼05½ nh?kZ mRrjksa okys ç'u fn;s

x;s gSa] çR;sd ç'u ds fy, NCchl ¼26½ vad

fu/kkZfjr gSaAf'k{kkfFkZ;ksa dks buesa ls dsoy nks ¼02½

ç'uksa ds mRrj nsus gSaA

Q.1. What is an office? Describe the principles you will

keep in view while organizing office activities.

dk;kZy; D;k gS\ dk;kZy; dh fØ;kvksa dk laxBu djrs

le; vki ftu fl)karksa dk /;ku j[ksaxs mudk o.kZu

dhft,A

Q.2. Define office layout. What objectives should be kept

in view while planning for office layout? Explain the

steps to be taken in layout planning.

dk;kZy; vfHkU;kl dks ifjHkkf"kr dhft,A dk;kZy;

vfHkU;kl dh ;kstuk cukrs le; D;k mís'; /;ku esa

j[kus pkfg,\ vfHkU;kl ds fy, ;kstuk cukus dh izfØ;k

dh O;k[;k dhft,A

Q.3. What is records management? Describe the nature and

importance of records management.

fjdkMZ izca/ku D;k gS\ fjdkMZ izca/ku dh izd`fr ,oa egRo

dk o.kZu dhft,A



521 3

Q.4. Explain the causes of grievances in office. What are
the desirable features of grievance procedure?
dk;kZy; esa f'kdk;rksa ds dkj.kksa dh O;k[;k dhft,A

f'kdk;r fuokj.k izfØ;k ds okaNuh; xq.k dkSu&dkSu ls

gSa\

Q.5. Explain the meaning and nature of office stationery.
Why it is important to ensure proper management of
stationery in the office?
dk;kZy; dh LVs'kujh dk vFkZ rFkk izd`fr dh O;k[;k

dhft,A dk;kZy; esa LVs'kujh dh mfpr O;oLFkk djuk

D;ksa egRoiw.kZ gS\

Section – B / [k.M& [k

(Short-answer-type questions) / y?kqmRrjksaokysç'u

Note: Section 'B' contains Eight (08) short-answer-
type questions of Twelve (12) marks each.
Learners are required to answer any Four (04)
questions only. Answer of these questions must
be restricted to two hundred fifty (250) words
approximately. [4 x 12 = 48]

uksV % [k.M ^[k* esa vkB ¼08½ y?kq mRrjksa okys ç'u fn;s

x;s gSa] çR;sd ç'u ds fy, ckjg ¼12½ vad fu/kkZfjr

gSaA f'k{kkfFkZ;ksa dks buesa ls dsoy pkj ¼04½ ç'uksa ds

mRrj nsus gSaAizR;sd iz'u dk mRrj nks lkS ipkl

¼250½ 'kCnksa ls vf/kd ugha gksuk pkfg,A
P.T.O.
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Briefly discuss any four (04) of the following:

fuEu esa ls fdUgh pkj ij la{ksi esa ppkZ dhft,A

1. Essential Qualification of an Office Manager.

dk;kZy; izca/kd dh vko';d ;ksX;rk,aA

2. Factors Affecting Location of Office building.

dk;kZy; Hkou dh fLFkfr ds LFkku dks izHkkfor djus

okys dkjdA

3. Usefulness and Importance of Office Filing

Equipments.

dk;kZy; esa Qkbfyax djus ds midj.kksa dh

mi;ksfxrk ,oa egRoA

4. Essential of Good Indexing.

vPNh vuqØef.kdk ds vko';d rRoA

5. Nature and Importance of Mail Service.

Mkd lsok dh izd`fr ,oa egRoA

6. Different Methods of Drafting Correspondence.

i=ksa dk elkSnk rS;kj djus ds fofHkUu rjhdsA

7. Relative Merits and Demerits of Mechanization of

an Office.

dk;kZy; ds e'khuhdj.k ds xq.k o nks"kA

8. Principles of Purchasing Office Stationery.

dk;kZy; ds fy, LVs'kujh [kjhnus ds fl)karA

-----------------------


