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BACHELOR’S DEGREE PROGRAMME 

(BDP)  

Term-End Examination 
December, 2024 

AOM-01 : OFFICE ORGANIZATION AND 
MANAGEMENT 

Time : 2 Hours     Maximum Marks : 50 

Note : (i) Answer any five questions. 

 (ii) All questions carry equal marks.  

1. Explain the meaning of ‘Office System’. Discuss 
the benefits of a good office system. 4+6 

2. (a) Explain the importance of employee 
manual. 5 

(b) Distinguish between internal and external 
noise.  5 

3. What do you mean by accounting records ? 
Discuss the importance of records. 3+7 
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4. “Indexing is an integral part of filing and record 
management.” Explain the importance of 
indexing in the light of given statement. 10 

5. Differentiate between the following : 

(a) Computer hardware and software 5 
(b) Data and Information 5  

6. Define Computer. Explain various components 
of computer system. 3+7 

7. What do you mean by office stationery ? 
Discuss the principles of purchasing stationery. 

10 

8. What is meant by office forms ? Explain the 
advantages of office forms. 4+6 

9. Who is office supervisor ? Explain the qualities 
of a good office supervisor. 3+7  

10. Define work measurement. Explain the 
techniques of work measurement. 3+7 
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Lukrd mikf/ dk;ZØe (ch- Mh- ih-) 

l=kkar ijh{kk 

fnlEcj] 2024 

,-vks-,e--01 % dk;kZy; laxBu vkSj izca/ 

le; % 2 ?k.Vs     vf/dre vad % 50 

uk sV % (i) fdUgha ik ¡p iz'uksa ds mÙkj nhft,A 

 (ii) lHkh iz'uksa ds vad leku gSaA  

1- ^dk;kZy; ra=k* ds vFkZ dks crkb,A ,d vPNs 

dk;kZy; ra=k ds ykHkksa dh O;k[;k dhft,A 4$6 

2- (d) deZpkjh iqfLrdk ds egRo dh O;k[;k dhft,A 5 

([k) vkarfjd vkSj cká 'kksj esa vUrj crkb,A 5 

3- ys[kkadu vfHkys[k ls vki D;k le>rs gSa \ vfHkys[kksa 

ds egRo dks crkb,A 3$7 
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4- ¶baMs¯Dlx iQkbfyax vkSj vfHkys[k izca/u dk vfHkUu 

vax gSA¸ fn, x, dFku ds vkyksd esa baMs¯Dlx ds 

egRo dh O;k[;k dhft,A 10 

5- fuEufyf[kr esa vUrj crkb, % 

(d) daI;wVj gkMZo;j ,oa lkW¶Vos;j 5 

([k) MsVk vkSj lwpuk 5 

6- dEI;wVj dks ifjHkkf"kr dhft,A dEI;wVj ds fofHkUu 

?kVdksa dh O;k[;k dhft,A 3$7 

7- vkWfiQl LVs'kujh ls vki D;k le>rs gSa \ LVs'kujh 

Ø; djus ds fl¼kUrksa dk o.kZu dhft,A 10 

8- dk;kZy; iQkWeZ ls D;k vk'k; gS \ dk;kZy; iQkWeZ ds 

ykHkksa dh O;k[;k dhft,A 4$6 

9- dk;kZy; i;Zos{kd dkSu gksrk gS \ ,d vPNs dk;kZy; 

i;ZOks{kd dh fo'ks"krkvksa dh O;k[;k dhft,A 3$7 

10- dk;Z ekiu dks ifjHkkf"kr dhft,A dk;Z ekiu dh 

rduhdksa dh O;k[;k dhft,A 3$7 

 

× × × × × × × 


