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Certificate Course in Office Management (CCOM)

1st Semester Examination, 2022 (June)

Time : 2 Hours] Max. Marks : 100

Note : This paper is of Hundred (100) 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/�������

(Long Answer Type Questions)/������� �������� ����� �����

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.

(2×26=52)
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1. Explain the various functions of an office. What steps you
will take while organizing an office?
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2. Explain the importance of good work environment for the
office staff. Describe the factors you will take into account
while planning for office lighting, ventilation and furnishing.
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3. What is meant by filing? Describe the steps involved in filing
routine or procedure.
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4. What do you understand by internal communication system?
Explain the characteristics of a good internal communication
system.
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5. What is meant by office forms? What is their significance?
Explain the principles of forms designing.
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SECTION–B/�������

(Short Answer Type Questions)/������ �������� ����� �����

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.

(4×12=48)
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Briefly discuss any four (04) of the following;
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1. Elements of Office Management.
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2. Importance of Office Accommodation.
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3. Usefulness and Importance of Equipments.
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4. Retention and Disposal of Files.
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5. Nature and Importance of Mail Service.
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6. Merits and Demerits of Mechanization of an office.
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7. Basic Factors to be Considered for Efficient Storekeeping.

�*(��� 
��6��%�� ��� ���� B���� ���� ����� ����� 	���� �>	�

8. Role and Qualities of Office Supervisor.
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