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BCOE-144 : OFFICE MANAGEMENT AND
SECRETARIAL PRACTICE

Time : 3 Hours Maximum Marks : 100
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Note : (i) Attempt any five questions.

(it) 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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(a) What do you mean by etiquettes ? How
does it regulate professional, social and

ethical behavior in offices ? 4,6

(b) How 1is delegation different from
decentralization ? Discuss the factors
that necessitate decentralization in an

office. 4,6

(a) What is Budget ? Explain various types

of Budgets. 5,5
(b) Explain various principles of
vouching. 10

“Line  organisation is the simplest
framework for the whole administrative
organisation.”  Elaborate. Discuss its

advantages and disadvantages. 8,12

(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 1is 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
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8. Write short notes on any four of the

following : 4x5=20
(a) Microsoft Publisher

(b) Office Management

(¢c) Hybrid Office

(d) Preparation of Agenda

(e) Role of a Secretary
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W (i) (e e geH & I S
(ii) T FIH & 3F GHA G

1. (h) Y9Gk & HEAT HI IR0 Hed IUM

hITSTT | 10
(@) JBH H @ AR GO H A
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(%) TeTe=R | oAUt Fo1 qed § 2 A FwEed
T YR, gmifees 3R Sfaes =gasr &1 $9
frafa s € 2 46

o~

(@) gArESH fashgetn ¥ &4 fy=1 & ? sEfad
T faehgIonTur ki 3Tl i IG H 91
TR W == T | 4.6

(F)IE F T ? a9 & faf= YHRi

HHLART 55

(@) asfam & fafvy= fagidl =1 ausmsu | 10

" e FEU GRS % foaw wed
WA <= 717 30 famar 9 guemst | 39 oy 3R
B 9 oft ==t shifsa | 8,12

(F) U= Tgedl oIk Wik W= F TqehT

dreqd § 7 SAme Shifsu | 10
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(@) ‘afee’ s st uftamon difsw)  Senfaes

dfee R o siffee & o9 @

TSR | 55

6. (F)FASE FHT & ITAN & A AR A
HHARY | 10
(@) fefTea g1 # wRul® dfeT 9 a5 @

T ? e S & fafv TR § 2

10

7. () “=Eled Yo w1 guEt feseT & T

fam 2R et SHi B1” 39 YT & 3Tl H,
HEd oo feszd wa 999 & | WA
I fagati 1 Seoie HifaT | 10

(W) T 93F ol Ahd HA & fafd= alis
g ? fowga &9 @ == Fifs 10
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8. fr=fafed @ fasl s w dfera fewfoet fafaw :

4x5=20

() TERMETR IR
(i) STTFT Fered
(iii) wrefre sifre
(iv) TSISl st ot

(v) Ei=e i fHeh
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