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BACHELOR’S DEGREE 

PROGRAMME (BDP)  

Term-End Examination 

June, 2025 

(Application Oriented Course) 

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. What is meant by Office Organisation ? 

Explain the principles of Office 

Organisation. 3+7 

2. Discuss the advantages and drawbacks of 

constructing own office building and get a 

building on rent. 5+5 
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3. Define the term ‘filing’. Discuss any five 

objectives of filing which help in office 

management. 2+8 

4. What is office stationery ? Explain the 

principles of purchasing office stationery. 

3+7 

5. What do you understand about staff welfare ? 

Explain the different types of staff welfare 

benefits.   3+7 

6. “Work measurement is the carefully 

analysis of a task, its size, the method used 

in its performance, and its efficiency.” 

Elucidate the statement with the help of an 

example.   10 

7. Distinguish between any two of the 

following  :  5+5 

(a) Office and e-Office 

(b) Formal and Informal Communication 

(c) Primary and Secondary Data 
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8. Write short notes on any two of the following : 

5+5 

(a) Office Committees 

(b) Indexing 

(c) Data Processing 

9. Briefly comment on any two of the following : 

5+5 

(a) Modern office management requires a 

lot of work and dynamic staff. 

(b) A digital office uses technology and 

virtual tools to replace face-to-face 

collaboration and communication in a 

physical office. 

(c) Horizontal filing is such type of filing 

under which the files or folders are kept 

in drawers in horizontal or sleeping 

position. 

(d) Fundamentally, stationery has a very 

practical purpose and that’s giving your 

employees the tools that they need to do 

the job well. 
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 AOM–1 

Lukrd mikf/k dk;ZØe (ch- Mh- ih-) 

l=kar ijh{kk  

twu] 2025 

(O;ogkjewyd ikB~;Øe) 

,-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; laxBu ls D;k rkRi;Z gS \ dk;kZy; laxBu ds 

fl¼karksa dh O;k[;k dhft,A 3$7 

2- vius dk;kZy; Hkou dk fuekZ.k djus rFkk fdjk;s ij Hkou 

ysus ds ykHk ,oa gkfu;ksa dk foospu dhft,A 5$5 

3- ^Qkb¥yx* 'kCn dks ifjHkkf"kr dhft,A Qkb¥yx ds fdUgha 

ik¡p mís';ksa dh O;k[;k dhft, tks dk;kZy; çca/ku esa 

lgk;d gksrs gSaA 2$8 
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4- dk;kZy; LVs'kujh D;k gS \ dk;kZy; LVs'kujh [kjhnus ds 

fl¼karksa dh O;k[;k dhft,A 3$7 

5- deZpkjh dY;k.k ls vki D;k le>rs gSa \ deZpkjh 

dY;k.k ds ykHkksa ds fofHkUu çdkjksa dh O;k[;k dhft,A 

     3$7 

6- ßdk;Z eki fdlh dk;Z] mlds vkdkj] mlds çn'kZu esa 

ç;qDr fof/k vkSj mldh n{krk dk lko/kkuhiwoZd fo'ys"k.k 

gSAÞ mnkgj.k dh lgk;rk ls bl dFku dks Li"V dhft;sA 

     10 

7- fuEufyf[kr esa ls fdUgha nks ds chp varj crkb, % 5$5 

(v) dk;kZy; vkSj bZ&dk;kZy; 

(c) vkSipkfjd vkSj vukSipkfjd lapkj 

(l) çkFkfed vkSj ek/;fed MsVk 

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

5+5 

(v) dk;kZy; lfefr;k¡ 

(c) baMs¥Dlx 

(l) MkVk çkslsflax 
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9- fuEufyf[kr esa ls fdUgha nks ij la{ksi esa fVIi.kh dhft, % 

5+5 

(v) vk/kqfud dk;kZy; çca/ku ds fy, cgqr vf/kd dke 

vkSj xfr'khy deZpkfj;ksa dh vko';drk gksrh gSA 

(c) ,d fMftVy dk;kZy; HkkSfrd dk;kZy; esa 

vkeus&lkeus lg;ksx vkSj lapkj dks cnyus ds fy, 

çkS|ksfxdh vkSj vkHkklh midj.kksa dk mi;ksx djrk 

gSA 

(l) {kSfrt Qkbfyax ,d çdkj dh Qkbfyax gS ftlds 

rgr Qkbyksa ;k QksYMjksa dks {kSfrt ;k lksbZ gqbZ fLFkfr 

esa njkt esa j[kk tkrk gSA 

(n) ekSfyd :i ls] LVs'kujh dk ,d cgqr gh O;kogkfjd 

mís'; gS vkSj ;g vkids deZpkfj;ksa dks os midj.k 

çnku djrk gS ftudh mUgsa dke vPNh rjg ls djus 

ds fy, vko';drk gksrh gSA 

× × × × × 

 

 

 


