
A-89 P. T. O. 

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 : 70 

Note : This paper is of seventy (70) 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= lŸkj ¼70½ 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 fifteen (15) 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, iUnzg ¼15½ vad fu/kkZfjr gSaA 

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

gSaA 

1. Explain the meaning and nature of Office Stationery. 

Describe its significance in a modern office. 

dk;kZy; dh LVs’kujh dk vFkZ rFkk bldh izd`fr dh O;k[;k 

dhft,A vk/kqfud dk;kZy; esa blds egŸo dk o.kZu 

dhft,A 

2. What do you mean by office systems and procedures ? 

Explain the advantages and limitations of office 

systems. 

dk;kZy; i)fr vkSj dk;Zfof/k ls vkidk D;k vk’k; gS \ 

dk;kZy; i)fr ds ykHk o lhekvksa dh O;k[;k dhft,A 

3. Why is disposal of files or records necessary ? What 

are the important considerations to be kept in view 

before disposal of records ? 

fjdkWMks ± ;k Qkbyksa dks gVkuk D;ksa vko’;d gksrk gS \ 

fjdkWMks± dks gVkus ls igys fdu&fdu egŸoiw.kZ ckrksa dks 

/;ku esa j[kk tkuk pkfg, \ 

4. What do you understand by welfare ? List the 

important staff welfare measures that are actually 

extended to employees in a modern office. Explain. 

dY;k.k ls vki D;k le>rs gSa \ fdlh vk/kqfud dk;kZy; esa 

izk;% dkSu&dkSu lh egŸoiw.kZ deZpkjh dY;k.kdkjh lqfo/kk,¡ 

deZpkfj;ksa dks iznku dh tkrh gSa \ O;k[;k dhft,A 
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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 five (05) marks each. Learners are 

required to answer six (06) questions only. Answers 

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, ik¡p ¼05½ vad fu/kkZfjr gSaA 

f’k{kkfFkZ;ksa dks buesa ls dsoy N% ¼06½ 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. “The office is to Business what the main spring is to a 

Watch.” 

ßO;kikj ds fy, dk;kZy; ogh gS tks fd ,d ?kM+h ds fy, 

eq[; ÇLizx gSAÞ 

2. Essentials of Good Filing System. 

Qkby djus dh Js‛B fof/k ds vko’;d rRoA 

3. Safety and Security requirements of an Office. 

dk;kZy; dh lqj{kk o cpko dh vko’;drk,¡A 
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4. Different methods of Dictation used in Offices.  

dk;kZy; esa Jqrys[k fy[kokus dh fofHkUu fof/k;k¡A 

5. Main points to be considered in Drafting an Office 

report. 

dk;kZy; izfrosnu@fjiksVZ fy[krs le; /;ku esa j[kh tkus 

okyh eq[; ckrsaA 

6. Computer Applications in Office Management. 

dk;kZy; izcU/k esa dEI;wVj ds vuqiz;ksxA 

7. Write short notes on the following : 

(a) Electronic Mail and Database Management 

System 

(b) Decentralization 

fuEufyf[kr ij laf{kIr fVIif.k;k¡ fyf[k, % 

¼v½ bysDVªkWfud esy o MsVkcsl eSustesaV flLVe 

¼c½ fodsUnzhdj.k 

8. Distinguish between notification and proclamation. 

vf/klwpuk rFkk ?kks‛k.kk esa vUrj Li‛V dhft,A 

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. The process of transmitting information and 

understanding from one person to another is known  

as ................... 

,d O;fDr ls nwljs O;fDr dks lwpuk o tkudkjh igq¡pkus dh 

izfØ;k 
-------------------------------------

 ds uke ls tkuh tkrh gSA 

2. Personnel management tries to make the best use of 

................... in an organization. 

dkfeZd izcU/k laxBu esa 
-------------------------------------

 dk loksZŸke mi;ksx 

djus dk iz;Ru djrk gSA 

3. A specific way in which a piece of work is to be done 

is called ? 

dk;Z ds ,d Hkkx dks djus dk fof’k‛V rjhdk@<¡x] D;k 

dgykrk gS \ 

4. What is the use of Franking Machine ? 

ÝSaÇdx e’khu dk D;k mi;ksx gS \ 

5. Stationery received and issued are recorded in 

..................... book. 

izkIr dh xbZ vkSj fuxZr dh xbZ LVs’kujh dks 
-------------------------------------

 

iqfLrdk esa fjdkWMZ fd;k tkrk gSA 
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Indicate the correct answer option : 

mŸkj ds fy, lgh fodYi dk pquko dhft, % 

6. Which of the following factors determine the location 

of an office ? 

(a) Size of Accommodation 

(b) Shape of Accommodation 

(c) Cost of Accommodation 

(d) All of the above 

fuEufyf[kr esa ls dkSu ls rRo dk;ZLFky dks fu/kkZfjr djrs 

gSa \ 

¼v½ LFky@LFkku dk vkdkj 

¼c½ LFky@LFkku dh cukoV 

¼l½ LFky@LFkku dh ykxr 

¼n½ mi;qZDr lHkh 

7. The software which controls of functioning of the 

computer is called ? 

(a) Intergrated software 

(b) Application Software 

(c) System Software 

(d) None of these 

og lkW¶Vos;j ftlds }kjk dEI;wVj ds dk;ks± dks fu;af=r 

fd;k tkrk gS] fuEu esa ls D;k dgykrk gS \ 

¼v½ ,dhd`r lkW¶Vos;j@izfØ;k lkexzh 

¼c½ vuqiz;ksx lkW¶Vos;j@izfØ;k lkexzh 

¼l½ rU= izfØ;k lkW¶Vos;j@izfØ;k lkexzh 

¼n½ buesa ls dksbZ ugha 
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8. Which method of filing is normally used in the sales 

department ? 

(a) Geographical Filing Method 

(b) Descriptive Filing Method 

(c) Chronological Filing Method 

(d) None of these 

fcØh foHkkx esa lkekU;r;k fuEu esa ls fdl QkbÇyx iz.kkyh 

dk iz;ksx gksrk gS \ 

¼v½ HkkSxksfyd Qkby fof/k 

¼c½ o.kZukRed Qkby fof/k 

¼l½ dkykuqØfed Qkby fof/k 

¼n½ buesa ls dksbZ ugha 

9. Remarks written on the notesheet is called as : 

(a) Office Order 

(b) Format 

(c) Noting 

(d) None of these 

uksV’khV ij vfHkfyf[kr vfHk;qfDr;k¡ fuEu esa ls D;k 

dgykrh gS \ 

¼v½ dk;kZy; vkns’k 

¼c½ izk:i 

¼l½ fVIi.kh  

¼n½ buesa ls dksbZ ugha 
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10. Indexing is an important ................... 

(a) Method of Filing 

(b) Method of Maintaining Account Books 

(c) Aid to Filing 

(d) Method of Maintaining Statistical Books 

vuqØe.k fuEu esa ls 
-------------------------------------

 ds fy, egŸoiw.kZ gSA 

¼v½ QkbÇyx dh fof/k 

¼c½ ys[kk iqLrdksa@[kkrs cukus dh fof/k 

¼l½ QkbÇyx dh lgk;rk 

¼n½ lkaf[;dh; iqLrdksa dks cukus dh fof/k 
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