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BACHELOR’S DEGREE 

PROGRAMME (BDP) 

Term-End Examination 

December, 2025 

AOM-1 : OFFICE ORGANIZATION AND 

MANAGEMENT 

Time : 2 Hours  Maximum Marks : 50 

Weightage : 70% 

Note : Answer any five questions. All questions 

carry equal marks.  

1. Define office management. Explain the 

functions of an office manager.  3+7  

2. (a) “Oral communication ensures speedy 

action in the office.” Comment. 5 

(b) Explain the characteristics of a good 

internal communication system.  5 
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3. Define work measurement in the office and 

explain the various techniques of work 

measurement in an office.  2+8  

4. Describe the relative advantages and 

disadvantages of computerization of office 

work.    10 

5. Discuss various factors to be kept in mind 

while deciding office mechanization.  10  

6. Differentiate between centralized and 

decentralized purchase of stationery. 

Describe the procedure involved in the 

purchase of office stationery.  5+5  

7. Distinguish between any two of the 

following :  5+5  

(a) Alphabetical filing and Numerical filing  

(b) Computer Hardware and Software  

(c) Data and Information  

8. Briefly comment on any two of the following : 

5+5 

(a) Office managers tackle the necessary 

tasks to keep small and large 

businesses running.  
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(b) Important characteristics of 

Committees are that they are delegated 

definite responsibility and authority for 

doing a specific job.  

(c) A vertical file is a collection of material, 

such as news clippings, booklets, maps, 

pictures, pamphlets.  

(d) Data processing is the task of 

converting data from a given form to a 

much more usable and desired form.  

9. Write short notes on any two of the 

following :  5+5  

(a) E-mail  

(b) Flow Process Chart  

(c) Disposal of Records 

(d) Concept of Time Study 
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Lukrd mikf/k dk;ZØe (ch- Mh- ih-) 

l=kar ijh{kk  

fnlEcj] 2025 

,-vks-,e-&1 % dk;kZy; laxBu vkSj izca/k 

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

      Hkkfjrk % 70ø 

uksV % fdUgha ik¡p iz'uksa ds mÙkj nhft,A lHkh iz'uksa ds vad 

leku gSaA 

1- dk;kZy; çca/k dh ifjHkk"kk nhft;sA dk;kZy; çca/kd ds 

dk;ks± dh O;k[;k dhft,A  3$7 

2- (d) ßekSf[kd laçs"k.k dk;kZy; esa rhoz dk;Zokgh 

lqfuf'pr djrk gSAÞ lekykspuk dhft,A 5  

([k) ,d vPNh vkarfjd laçs"k.k ç.kkyh dh fo'ks"krkvksa 

dh O;k[;k dhft,A  5 
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3- dk;kZy; esa dk;Z eki dks ifjHkkf"kr dhft, vkSj  

dk;kZy; esa dk;Z eki dh fofHkUu rduhdksa dh O;k[;k 

dhft,A   2$8 

4- dk;kZy; dk;Z ds dEI;wVjhdj.k ds lkis{k ykHk vkSj 

gkfu;ksa dh O;k[;k dhft,A 10 

5- dk;kZy; e'khuhdj.k dk fu.kZ; ysrs le; /;ku esa j[ks 

tkus okys fofHkUu dkjdksa ij ppkZ dhft,A 10 

6- LVs'kujh dh dsaæhÏr vkSj fodsaæhÏr [kjhn ds chp varj 

crkb,A dk;kZy; LVs'kujh dh [kjhn esa 'kkfey çfØ;k  

dh O;k[;k dhft,A  5$5 

7- fuEufyf[kr esa ls fdUgha nks ds chp varj Li"V dhft, % 

5+5 

(d) o.kkZuqØfed Qkbfyax vkSj la[;kRed Qkb¥yx 

([k) dEI;wVj gkMZos;j vkSj lkW¶Vos;j  

(x) MsVk vkSj lwpuk  

8- fuEufyf[kr esa ls fdUgha nks ij la{ksi esa fVIi.kh dhft, % 

5+5 

(d) dk;kZy; çca/kd NksVs vkSj cM+s O;olk;ksa dks pkyw 

j[kus ds fy, vko';d dk;Z fuiVkrs gSaA 
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([k) lfefr;ksa dh egRoiw.kZ fo'ks"krk,¡ ;g gSa fd mUgsa ,d 

fof'k"V dk;Z djus ds fy, fuf'pr ftEesnkjh vkSj 

vf/kdkj lkSais tkrs gSaA 

(x) ,d Å/okZ/kj Qkby lkexzh dk ,d laxzg gS] tSls 

lekpkj drjusa] iqfLrdk,¡] ekufp=] fp=] 

iSEiysV~lA 

(?k) MsVk çkslsflax MsVk dks fdlh fn, x, QkWeZ ls vf/kd 

mi;ksxh vkSj okafNr :i esa ifjofrZr djus dk dk;Z 

gSA  

9- fuEufyf[kr esa ls fdUgha nks ij laf{kIr fVIif.k;k¡ fyf[k, % 

5+5 

(d) bZ&esy  

([k) çokg çfØ;k pkVZ  

(x) vfHkys[kksa dk fuiVku  

(?k) le; v/;;u dh vo/kkj.kk  

× × × × × 

 


