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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. (@) What do you wunderstand 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. (@ 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 : 5x4=20

(a) Delegation and Decentralisation

(b) Recurring and Non-recurring

expenditures
(¢) 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%x5=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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(@) ITH 330N o Wi faf=1 TR & sl

R foar 4 ==t Sifsw | 10

2. R Y A (I HH TH) F YR BN a9 & ?

$9% RIS 3R THEM Farsy | 10+10

3. AN | A F GHed § 7 foRdl §ied | sEeh
HEcd THEEY | IS Ufshal | STIAT S aliet =i
i SHTEA] hITST | 2+6+12

4. STaRer wETEE YU 3R 91>l ST Y U9 i fowr
REEEIERE 10+10

5. () STIHTUNHIO 1 § ? STHAUIRI & fafe=
YR W = hifeg | 10

(@) fefSeat g™ w9 &1 AR hifa | 39

FIIG 3R THEH FdIsy | 10
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