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Day & Date Part Subject Name Time Code 
Max. 

Marks 

Monday 
20/11/2017 

III 
Repeater 

Company Law & 
Secretarial Practice & 
Office Administration 

11.00 AM 
To 

02.00 PM 
5311 100 

 
Note: Attempt any five questions from the following. 

Q.1 a) What is an office? Describe the scope of functions of office manager. 10 
 b) What are the aims and objectives in management of information in an 

office. 
10 

    

Q.2 a) What are different approaches in relation to office cabins and reception 
rooms? 

10 

 b) Explain different factors influencing the office location. 10 
    

Q.3 a) Describe the functions and working of any three electronic devices used 
in the office. 

10 

 b) What is meant by office work simplification? 10 
    

Q.4  Write short notes on-(Any four) 20 
 a)  O &M division.  
 b)  Mail messenger service.  
 c)  Air conditioning.  
 d)  Office manual.  
 e)  Visible card index  
 f)  Sanitary Arrangements.  
    

Q.5 a) What is office environment? State importance of providing good working 
conditions to office staff. 

08 

 b) How are incoming and outgoing funds handled in a modern office? 10 
    

Q.6 a) What are the advantages and disadvantages of centralization of office 
functions? 

10 

 b) Explain importance of work measurement as a tool of management 
control. 

10 

    

Q.7 Write notes on (Any four) 20 
 a) Safety arrangements  
 b) Office manual  
 c) Shipping system  
 d) Pay-roll system  
 e) Tape and wire –records  
 f) Office work  
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Á-1 v- dk;kZy; Eg.kts dk;\ gs lkaxwu dk;kZy; O;oLFkkidkP;k dk;kZaph O;kIrh o.kZu djk- 10 

 c- dk;kZy;klaca/khph O;oLFkkiu ekfgrh xksGk dj.ks fo’k;kph mfn~n’V;s vkf.k /;s;s dks.krh 

vlrkr\ 

10 

    

Á-3 v- dk;kZy;krhy ç”kkldh; d{k vkf.k Lokxr d{k ;ka’k;hps fofo/k n`f’Vdksu dks.krs 

vkgsr\ 

10 

 c- dk;kZy;kP;k LFkkukP;k fu.kZ;koj ifj.kke dj.kkjs ?kVd dks.krs\ 10 
    

Á-3 v- dks.kR;kgh rhu dk;kZy;hu fo|qr midj.kkaP;k dk;kZaph ekfgrh o.kZu djk- 10 

 c- dk;kZy;hu dk;Z lqyHkhdj.k Eg.kts dk;\  
    

Á-4 fVik fygk- ¼dks.kR;kgh pkj½ 20 

 1- vks vkf.k ,e foHkkx  

 2- Viky ikBfo.;kph lsok  

 3- Okkrkuqdqyhdj.k   

 4- dk;kZy;hu iqfLrdk  

 5- n`’; i=ì’B vuqØef.kdk  

 6- çlk/ku lqfo/kk  
    

Á-5 v- ^dk;kZy;hu i;kZoj.k^^ Eg.kts dk;\ dk;kZy;ke/;s pkaxys Ik;kZoj.k iqjfo.;kps egRo 

lkaxk- 

10 

 c- vkf/kqfud dk;Zy;ke/;s ;s.kkjs vkf.k tk.kkjs fu/kh d”kkçdkjs gkrkG.;kr ;srkr\ 10 
    

Á-6 v- dk;kZy;hu dkedktkP;k dsanzhdj.kkps Qk;ns vkf.k rksVs fo’kn djk- 10 

 c- ^^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 

    

Á-7 dks.kR;kgh pkjoj fVik fygk-  

 v- Lkqjf{krrk O;oLFkk  

 c- dk;kZy;hu iqfLrdk  

 d- tyekxkZus eky ikBfo.ks  

 M- is&jksy i)rh  

 b½ Vsi vkf.k ok;j uksan  

 Q½ dk;kZy;hu dkedkt  
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