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BCOE–144 : OFFICE MANAGEMENT AND 

SECRETARIAL PRACTICE 

 Time : 3 Hours    Maximum Marks : 100 
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Note : Attempt any five questions. All questions 

carry equal marks.  

1. (a) What do you understand by office location ? 

Describe the factors affecting office 

location. 10 
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(b) What are the advantages and 

disadvantages of work from home (WFH) ? 

Explain.  10 

2. (a) How do office environment change ? 

Substantiate your answer with suitable 

examples. 10 

(b) List ten do’s and don’ts for office  

etiquette. 10 

3. (a) What do you understand by  

Centralization ? Describe the advantages 

and disadvantages of centralization in an 

office.  10 

(b) What do you understand by 

decentralization ? How would you assess 

whether an office is centralized or 

decentralized ? Explain. 10 
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4. (a) What is a content publishing platform ? 

How does it help in publishing ? 10 

(b) What are the various advantages and 

disadvantages of a digital publishing 

platform ? Explain. 10 

5. (a) “Effective designing of office forms is both 

science and art.” In the light of this 

statement, mention the points to be kept in 

mind while designing office forms. 10 

(b) Why is filling online forms popular now-a-

days ? Explain with the help of suitable 

examples. 10 

6. (a) What is office mechanization ? What are its 

various advantages and disadvantages ? 

Explain. 10 
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(b) Explain the concept of modern  

office equipments with the help of 

examples. 10 

7. (a) Who should issue the notice of a  

meeting and to whom ? How should  

it be served ? Explain with suitable 

examples. 10 

(b) What is meant by ‘order of business’ in a 

meeting ? Enumerate the items of agenda 

in a serial order. 10 

8. Write short notes on any four of the following : 

4×5=20 

(a) Types of Indexing 

(b) Hybrid Office 

(c) Line and Staff Organisation 

(d) Filing Classification System 

(e) Microsoft Publisher 
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9. Distinguish between any four of the following : 

4×5=20 

(a) Contact filed and Custom field 

(b) Adjournment and Postponement 

(c) Banking and e-Banking 

(d) Office and e-Office 

(e) Debit Card and Credit Card 
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      BCOE–144 

ch- dkWe- (lkekU;) (lh- ch- lh- ,l-)  

[ch- dkWe- (th-)] 

l=kkar ijh{kk 

fnlEcj] 2024 

ch-lh-vks-bZ-–144 % dk;kZy; izca/u vkSj  

lfpoh; vH;kl 

le; % 3 ?k.Vs     vf/dre vad % 100 

     Hkkfjrk % 70% 

uk sV % fdUgha ik ¡p iz'uksa ds mÙkj nhft,A lHkh iz'uksa ds 

vad leku gSaA  

1- (d)  dk;kZy; LFkku ls vki D;k le>rs gSa \ 

dk;kZy; LFkku dks çHkkfor djus okys dkjdksa  

dk o.kZu dhft,A 10 
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(•)  ?kj ls dk;Z (WFH) ds D;k iQk;ns vkSj 

uqdlku gSa \ o.kZu dhft,A 10 

2- (d)  dk;kZy; dk ekgkSy dSls cnyrk gS \  

mi;qDr mnkgj.kksa ds lkFk vius mÙkj dh iqf"V 

dhft,A 10 

(•) dk;kZy; f'k"Vkpkj ds fy, nl D;k djsa vkSj 

D;k u djsa dh lwph cukb,A 10 

3- (d)  dsaæhdj.k ls vki D;k le>rs gSa \ fdlh 

dk;kZy; esa dsaæhdj.k ds iQk;ns vkSj uqdlkuksa 

dk o.kZu dhft,A 10 

(•)  fodsaæhdj.k ls vki D;k le>rs gSa \ vki dSls 

vkdyu djsaxs fd dksbZ dk;kZy; dsaæhÑr gS ;k 

fodsaæhÑr \ o.kZu dhft,A 10 

4- (d)  lkexzh çdk'ku eap D;k gS \ ;g çdk'ku esa 

fdl çdkj lgk;rk djrk gS \ 10 
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(•)  fMftVy çdk'ku eap ds fofHkUu iQk;ns vkSj 

uqdlku D;k gSa \ o.kZu dhft,A 10 

5- (d)  ¶dk;kZy; çi=kksa dh çHkkoh fMtkbfuax  

foKku vkSj dyk nksuksa gSA¸ bl  

dFku ds vkyksd esa dk;kZy; çi=k fMtkbu 

djrs le; è;ku j•us ;ksX; fcUnqvksa dk 

mYys• dhft,A 10 

(•)  vktdy vkWuykbu iQkWeZ Hkjuk D;ksa yksdfç;  

gS \ mnkgj.k dh lgk;rk ls le>kb;sA  10 

6- (d)  dk;kZy; ;a=khdj.k D;k gS \ blds fofHkUu 

iQk;ns vkSj uqdlku D;k gSa \ le>kb,A 10 

(•)  mnkgj.kksa dh lgk;rk ls vk/qfud dk;kZy; 

midj.kksa dh vo/kj.kk dks le>kb,A 10 
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7- (d)  cSBd dh lwpuk fdlds }kjk vkSj fdldks tkjh 

djuh pkfg, \ bls dSls ifjikfyr fd;k tkuk 

pkfg, \ mfpr mnkgj.k dh lgk;rk ls o.kZu 

dhft,A 10 

(•) fdlh cSBd esa ^O;olk; dk Øe* ls D;k 

rkRi;Z gS \ dk;Zlwph dh enksa dks Øec¼ 

rjhds ls crkb,A 10 

8- fuEufyf•r esa ls fdUgha pkj ij laf{kIr fVIif.k;k¡ 

fyf•, %   4×5=20 

(d)  baMsfDlax ds çdkj 

(•)  fefJr (Hybrid) dk;kZy; 

(x)  ykbu vkSj deZpkjh laxBu 

(?k)  iQkbfyax oxhZdj.k ç.kkyh 

(Ä) ekbØkslkWÝV çdk'kd 
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9- fuEufyf•r esa ls fdUgha pkj esa varj crkb, % 

4×5=20 

(d)  laidZ {ks=k vkSj dLVe {ks=k 

(•)  LFkxu vkSj foyacu 

(x)  cSafdax vkSj bZ&cSafdax 

(?k)  dk;kZy; vkSj bZ&dk;kZy; 

(Ä)  MsfcV dkMZ vkSj ØsfMV dkMZ 
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