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BCOE-144 : OFFICE MANAGEMENT AND 

SECRETARIAL PRACTICE 

Time : 3 Hours  Maximum Marks : 100 

Weightate : 70% 

Note : Attempt any five questions. All questions 

carry equal marks. 

1. (a) What do you understand by office 

location ? List the factors affecting office 

location. 10 
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(b) Discuss in detail various types of offices 

with suitable examples. 10 

2. What do you mean by Work from Home 

(WFH) ? Explain its advantages and 

disadvantages. 10+10 

3. What do you mean by planning ? Explain its 

importance in an organisation. Explain the 

steps followed in a planning process. 2+6+12 

4. Explain in detail internal office forms and 

external contract forms. 10+10 

5. (a) What is indexing ? Discuss the different 

types of indexing. 10 

(b) Explain digital publishing platform. 

State its advantages and 

disadvantages. 10 
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6. (a) What do you mean by the term 

‘Secretary’ ? Explain various roles of a 

Secretary in an organisation. 10 

(b) Explain ‘quorum’ in detail. 10 

7. Distinguish between the following : 5×4=20 

(a) Delegation and Decentralisation 

(b) Recurring and Non-recurring 

expenditures 

(c) Vouching and Verification 

(d) Virtual office and Physical office 

8. Explain various types of accounts that can 

be opened in a bank. 20 

9. Write short notes on any four of the 

following :  4×5=20 

(a) Virtual meeting space 
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(b) Qualities of a good office manager 

(c) Steps of filing procedure 

(d) Animated publishing 

(e) Cloud storage 

(f) Importance of audit 
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 BCOE–144 

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

[ch- dkWe- (th-)] 

l=kar ijh{kk  

fnlEcj] 2025 

ch-lh-vks-bZ-&144 % dk;kZy; izca/ku vkSj lfpoh; 

O;ogkj 

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

      Hkkfjrk % 70% 

uksV % 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 izHkkfor djus okys dkjdksa dh lwph 

cukb,A  10 
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([k) mi;qDr mnkgj.kksa ds lkFk fofHkUu izdkj ds dk;kZy;ksa 

ij foLrkj ls ppkZ dhft,A 10 

2- ?kj ls dk;Z (odZ ÝkWe gkse) ls vkidk D;k rkRi;Z gS \ 

blds Qk;ns vkSj uqdlku crkb,A 10+10 

3- ;kstuk ls vki D;k le>rs gSa \ fdlh laxBu esa bldk 

egRo le>kb;sA ;kstuk izfØ;k esa viuk, tkus okys pj.kksa 

dh O;k[;k dhft,A 2+6+12 

4- vkarfjd dk;kZy; izi= vkSj cká vuqca/k izi= dks foLrkj 

ls le>kb;sA  10$10 

5- (d) vuqØe.khdj.k D;k gS \ vuqØe.khdj.k ds fofHkUu 

izdkjksa ij ppkZ dhft,A 10 

([k) fMftVy izdk'ku eap dh O;k[;k dhft,A blds 

Qk;ns vkSj uqdlku crkb,A 10 
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6- (d) ̂ lfpo* 'kCn ls vkidk D;k rkRi;Z gS \ fdlh 

laxBu esa lfpo dh fofHkUu Hkwfedkvksa dh O;k[;k 

dhft,A  10 

([k) ̂ dksje* (quorum) dks foLrkj ls le>kb,A 10 

7- fuEufyf[kr esa vUrj crkb;s % 5”4=20 

(d) izfrfu/kku vkSj fodsanzhdj.k 

([k) vkorhZ vkSj xSj&vkorhZ O;; 

(x) izR;;u vkSj lR;kiu 

(?k) vkHkklh dk;kZy; vkSj HkkSfrd dk;kZy; 

8- cSad esa [kksys tk ldus okys fofHkUu izdkj ds [kkrksa dh 

O;k[;k dhft,A 20 

9- fuEufyf[kr esa ls fdUgha pkj ij laf{kIr fVIif.k;k¡  

fyf[k, %   4”5=20 

(d) vkHkklh cSBd LFkku 
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([k) ,d vPNs dk;kZy; izca/kd ds xq.k 

(x) nkf[ky djus dh izfØ;k ds pj.k 

(?k) ,fuesVsM izdk'ku 

(³) DykmM LVksjst 

(p) ys[kk ijh{kk dk egRo 

× × × × × 

 

 

 

 

 

 

 

 

 

 


