
Page 1 of 3 

Day & Date Part Subject Name Time Code Marks 

Tuesday 
16/10/2018 

III 
Repeater 

Company Law & 
Secretarial Practice & 
Office Administration 

10.30 A.M 
To 

01.30 P.M 
5311 100 

 

Instructions: Attempt any five questions from the following. 
 

Q.1 a) What do you mean by “Office – Management”? Discuss the functions of 
office manager. 

10 

 b) Explain the term “Office – Environment”, state the importance of 
providing good working Environment to the office staff. 

10 

    

Q.2 a) Explain the importance of work-measurement as a tool of Management 
Control. 

10 

 b) What is Security? What is its importance in the Context of Modern 
Office? 

10 

   

Q.3 Write notes on. (Any four) 20 
 a) Safety Arrangements  
 b) Interior Decoration  
 c) Sanitary Arrangements  
 d) Wheel Index  
 e) Visible Card Index  
 f) Organization Chart  
   

Q.4 a) What do you know by office work Simplification? 10 
 b) Explain the functions and working of any four labour saving devices. 10 
   

Q.5 a) What do you understand by the term departmentation?  Why it is 
necessary to have departmentation in the office. 

10 

 b) Explain the advantages of decentralizing office activities. 10 
   

Q.6 a) What are office forms? What are the different types of office forms? 10 
 b) What measures should be taken for control of Consumption of 

Stationery? 
10 

   

Q.7 Write short notes on. (Any four) 20 
 a) Motion Study  
 b) Factors Contribution to good working conditions  
 c) Use of Computer in office  
 d) Flow chart  
 e) Quality Control  
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Instructions: Attempt any five questions from the following. 
 

ç-1 v½ dk;kZy;hu O;oLFkkiu Eg.kts dk;\ dk;kZy;hu O;oLFkkidkph dk;sZ 

fo”kn djk- 

10 

 c½ dk;kZy;hu i;kZoj.k Eg.kts dk;\ gs lkaxwu dk;kZy;hu deZpkÚ;kauk 

pkaxys dk;kZy;hu okrkoj.k çkIr d:u ns.ks ;kps egRo lkaxk- 

10 

    

ç-2 v½ ^dk;Z&ekstekiu dk;kZps egRo^ gs ,d O;oLFkkidh; fu;a=.k i)rhps 

lk/ku vkgs ;k fo/kkukps Li’Vhdj.k |k- 

10 

 c½ ^dk;kZy;hu lqjf{krrk^ Eg.kts dk;\ vk/kqfud dk;kZy;klanHkkZr ;kps 

egRo dks.krs\ 

10 

   

ç-3 fVik fygk ¼dks.kR;kgh pkj½ 14 

 v½ lqjf{krrk O;oLFkk  

 c½ varxZr ltkoV  

 d½ çlk/ku@LoPNrk O;oLFkk  

 M½ pØ & lwph  

 b½ n`”;i= & vuqlwph  

 Q½ la?kVuk rDrk  

   

ç-4 v½ dk;kZy;hu & dkedktkps lqyHkhdj.k Eg.kts dk;\ gs Li’V djk- 10 

 c½ dks.kR;kgh pkj Jekaph cpr dj.kkÚ;k lk/kukaph dk;sZ vkf.k dkedkt 

o.kZu djk- 

10 

   

ç-5 v½ foHkkxhdj.k Eg.kts dk;\ gs lkaxwu dk;kZy;ke/;s gs dk xjtsps vlrs\ 

fo”kn djk- 

10 

 c½ dk;kZy;hu dkedktkps fodsanzhdj.k dj.ks ;kps Qk;ns o.kZu djk- 10 

   

ç-6 v½ dk;kZy;hu çi=s Eg.kts dk;\ ;kaps fofo/k çdkj dks.krs\ 10 

 c½ dk;kZy;krhy lk/ku lkeqxzhP;k miHkksxkps fu;a=.k dj.;kdfjrk dks.kR;k 

mik; ;kstuk djkO;k ykxrkr\ 

10 

   

ç-7 fVik fygk- ¼dks.krsgh pkj½ 20 

 v½ gkypky vH;kl  

 c½ pkaxys okroj.k fufeZrhlkBh vko”;d vl.kkjs ?kVd  

 d½ dk;kZy;kr lax.kdkps mi;ksx  

 M½ ?kMh ?kkyrk ;s.kkjh n`”;i=s vkf.k ekxZnf”kZdk  

 b½ çokgh rDrk  

 Q½ xq.koRrk fu;a=.k  
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