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S-196    Roll No. ………………….. 

CCOM–01 

Office Management 

¼dk;kZy; izcU/k½ 

Certificate Course in Office Management 

(CCOM-16/17) 

Examination, 2018 

Time : 3 Hours   Max. Marks : 80 

Note : This paper is of eighty (80) 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= vLlh ¼80½ 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 nineteen (19) 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, mUuhl ¼19½ vad fu/kkZfjr gSaA 

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

gSaA 

1. What is an office ? Explain the various functions of an 

office. What steps will you take while organizing an 

office ? 

dk;kZy; D;k gksrk gS \ dk;kZy; ds fofHkUUk dk;ks± dh 

O;k[;k dhft,A fdlh dk;kZy; dk laxBu djrs le; vki 

D;k dne mBk;saxs \ 

2. Explain the importance of good environment for the 

office staff. Describe the factors you will take into 

account while planning for office lighting, ventilation 

and furnishing. 

dk;kZy; ds deZpkfj;ksa ds fy, dk;Z ds vPNs okrkoj.k ds 

egRo dh O;k[;k dhft,A dk;kZy; ds fy, jks’kuh] ok;q 

lapkj vkSj lkt&lkeku dh ;kstuk cukrs le; vki ftu 

dkjdksa ij fopkj djsaxs] mudk o.kZu dhft,A 

3. What do you understand by communication ? How 

does it help in performance of the management 

functions ? Explain the significance of internal office 

communication. 

lEizs”k.k ls vki D;k le>rs gSa \ izca/kdh; dk;ks± dks djus 

esa ;g fdl izdkj lgk;d gS \ vkarfjd dk;kZy; lEizs”k.k 

ds egRo dh O;k[;k dhft,A 
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4. Who is an office supervisor ? As an office manager, 

what duties and responsibilities would you assign to 

your supervisors ? Explain. 

dk;kZy; i;Zos{k.k fdls dgrs gSa \ ;fn vki fdlh dk;kZy; 

ds izca/kd gSa rks vki dk;kZy; ds i;Zos{kd dks dkSu&dkSu ls 

drZO; o ftEesnkfj;k¡ lkSisaxs \ O;k[;k dhft,A 

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 eight (08) marks each. Learners are 

required to answer four (04) questions only. 

uksV % [k.M ^[k* esa vkB ¼08½ y?kq mŸkjh; iz’u fn;s x;s gaSA 

izR;sd iz’u ds fy, vkB ¼08½ vad fu/kkZfjr gSaA 

f’k{kkfFkZ;ksa dks buesa ls dsoy pkj ¼04½ iz’uksa ds mŸkj nsus 

gSaA 

Briefly discuss any four of the following : 

fuEufyf[kr esa ls fdUgha pkj ij la{ksi esa ppkZ dhft, % 

1. Elements of Office Management. 

dk;kZy; izca/kd ds rRoA 

2. Principles of Office Layout. 

dk;kZy; vfHkU;kl ds fl)kUrA 

3. Importance of Interior Decoration in a Modern Office. 

vk/kqfud dk;kZy; esa vkarfjd ltkoV dk egRoA 

4. Methods of classification of Office Papers and 

Records. 

dk;kZy; ds dkxtkrksa o fjdkMks± dks oxhZdj.k djus ds 

rjhdsA 
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5. Important considerations to be kept before disposal of 

records. 

fjdkMks± dks gVkus ls igys fopkj dh tkus okyh ckrsaA 

6. Important Labour Savings Device used by Business 

Organizations. 

O;kolkf;d laLFkkvksa }kjk Je dh cpr djus ds fy, 

mi;ksx esa yk, tkus okys egRoiw.kZ midj.kA 

7. Distinguish between Computer Hardware and 

Software. 

dEI;wVj gkMZos;j o lkW¶Vos;j esa vUrjA 

8. Procedure for controlling and regulationg the 

consumption of stationery. 

LVs’kujh dh [kir dks fu;fer o fu;af=r djus dh iz.kkyhA 

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. 

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. ........... is process by which duties are assigned and 

responsibilities fixed. 
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------------------
 ,d izfØ;k gS ftlds }kjk drZO; o mŸkjnkf;Ro 

fuf’pr fd;s tkrs gSaA 

2. A good office lay-out has the advantage of maximum 

utilization of ........... . 

vPNs dk;kZy; vfHkU;kl ls 
---------------

 dk vf/kdre mi;ksx gks 

ldrk gSA 

3. Manuals demand ............. from employees. 

deZpkfj;ksa ls fu;ekoyh dk 
---------------

 dh mis{kk dh tkrh gSA 

4. In flat files, papers are inserted in ............. order one 

above another. 

iM+h Qkby i)fr esa dkxtksa dks 
--------------

 ds vuqlkj ,d&nwljs 

ds Åij j[kk tkrk gSA 

5. Communication between managers and executives on 

the same level of hierarchy in the organization is 

known as ............ .   

laxBu esa ,d gh Lrj ds vf/kdkfj;ksa o izcU/kdksa ds e/; 

gksus okyk lEizs”k.k 
-----------------

 dgykrk gSA 

Write True or False against the following : 

fuEufyf[kr ds lkeus lR; ;k vlR; fyf[k, % 

6. Office work is concerned only with regards of 

management. 

dk;kZy; dk dk;Z dsoy izcU/k ls lEcfU/kr gksrk gSA 

7. Interruptions to work occur in office on account of 

external factors only. 

dk;kZy; ds dk;Z esa cká dkj.kksa ls ck/kk gksrh gSA 
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8. A system is a planned way of doing a particular 

activity. 

fof’k”V dk;Z dks djus ds ;kstukc) rjhds dks i)fr dgk 

tkrk gSA 

9. Office records include only letters, notices and 

circulars. 

dk;kZy; fjdkMks± esa dsoy i=] uksfVl o ifji= ‘kkfey gksrs 

gSaA 

10. Oral Communication ensures speedy action in the 

office. 

ekSf[kd lEizs”k.k ls dk;kZy; esa rhoz xfr ls dk;Z gksrk gSA 
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