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BCOE-144 : OFFICE MANAGEMENT AND 

SECRETARIAL PRACTICE 
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Note : (i) Attempt any five questions. 

 (ii) All questions carry equal marks. 

1. (a) Explain the functions of a manager with 

examples.  10 

(b) Explain the preparation and conduct of 

meetings. 10 
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2. (a) What do you mean by etiquettes ? How 

does it regulate professional, social and 

ethical behavior in offices ? 4,6 

(b) How is delegation different from 

decentralization ? Discuss the factors 

that necessitate decentralization in an 

office.  4,6 

3. (a) What is Budget ? Explain various types 

of Budgets. 5,5 

(b) Explain various principles of  

vouching. 10 

4. “Line organisation is the simplest 

framework for the whole administrative 

organisation.” Elaborate. Discuss its 

advantages and disadvantages. 8,12 

5. (a) What do you mean by consumables and 

stock register ? Explain with examples.  

10 
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(b) Define the term Audit. Distinguish 

between statutory audit and internal 

audit.  5,5 

6. (a) Explain the advantages and 

disadvantages of using cloud 

computing. 10 

(b) How is traditional banking changing 

nowadays in this digital era ? What are 

the different types of Online Banking ? 

10 

7. (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) What are the various ways in which a 

meeting can be classified ? Discuss in 

detail.  10 



 [ 4 ] BCOE–144 

B–2370/BCOE–144 

8. Write short notes on any four of the 

following :  4×5=20 

(a) Microsoft Publisher 

(b) Office Management 

(c) Hybrid Office 

(d) Preparation of Agenda 

(e) Role of a Secretary 
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BCOE–144 

ch- dkWe- (tujy) (lh-ch-lh-,l-)  

[ch- dkWe- (th-)] 

l=kar ijh{kk  

twu] 2026 

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

lfpoh; vH;kl 

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

vad Hkkfjrk % 70% 

uksV % (i) fdUgha ik¡p iz'uksa ds mÙkj nhft,A  

 (ii) lHkh iz'uksa ds vad leku gSaA 

1- (d) çca/kd ds dk;ks± dk mnkgj.k lfgr o.kZu  

dhft,A  10 

([k) cSBdksa dh rS;kjh vkSj lapkyu dh O;k[;k  

dhft,A  10 
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2- (d) f'k"Vkpkj ls vkidk D;k rkRi;Z gS \ ;g dk;kZy; 

esa is'ksoj] lkekftd vkSj uSfrd O;ogkj dks dSls 

fu;af=r djrk gS \ 4]6 

([k) izR;k;kstu fodsaæhdj.k ls dSls fHkUu gS \ dk;kZy; 

esa fodsaæhdj.k dh vko';drk dks çsfjr djus okys 

dkjdksa ij ppkZ dhft,A 4]6 

3- (d) ctV D;k gS \ ctV ds fofHkUu çdkjksa dks 

le>kb,A 5]5 

([k) okmfpax ds fofHkUu fl¼karksa dks le>kb,A 10 

4- ßykbu laxBu lEiw.kZ ç'kklfud laxBu ds fy, lcls 

ljy <k¡pk gSAÞ bls foLrkj ls le>kb,A blds ykHk vkSj 

gkfu;ksa ij Hkh ppkZ dhft,A 8]12 

5- (d) miHkksT; oLrqvksa vkSj LVkWd jftLVj ls vkidk D;k 

rkRi;Z gS \ O;k[;k dhft,A 10 
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([k) ̂ vkWfMV* 'kCn dh ifjHkk"kk nhft,A oS/kkfud  

vkWfMV vkSj vkarfjd vkWfMV ds chp varj 

le>kb,A 5]5 

6- (d) DykmM daI;wfVax ds mi;ksx ds ykHk vkSj gkfu;k¡ 

le>kb,A 10 

([k) fMftVy ;qx esa ikjaifjd cSafdax dSls cny jgh  

gS \ vkWuykbu cSafdax ds fofHkUu çdkj D;k gSa \ 

     10 

7- (d) ßdk;kZy; çi=ksa dk çHkkoh fMtkbu djuk ,d 

foKku vkSj dyk nksuksa gSAÞ bl dFku ds vkyksd esa] 

dk;kZy; çi= fMtkbu djrs le; /;ku esa j[kus 

;ksX; fcanqvksa dk mYys[k dhft,A 10 

([k) ,d cSBd dks oxhZÏr djus ds fofHkUu rjhds D;k  

gSa \ foLr`r :i ls ppkZ dhft,A 10 
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8- fuEufyf[kr esa ls fdUgha pkj ij laf{kIr fVIif.k;k¡ fyf[k, % 

    4×5=20 

(i) ekbØkslkW¶V ifCy'kj  

(ii) vkWfQl izcU/ku 

(iii) gkbfczM vkWfQl 

(iv) ,tsaMk dh rS;kjh 

(v) lfpo dh Hkwfedk 

× × × × × 

 

 

 

 

 

 

 

 

 

 


