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Day & Date Part Subject Name Time Code Marks 

Wednesday 
11/04/2018 

III 
Fresh 

Repeater 

Company Law, Secretarial 
Practice and Office 

Administration 

11.00 AM 
To 

02.00 PM 
5311 100 

 
Instructions: 1) Attempt any five questions from the following 
  

 

 

 

 

 

 

Q.1 a) What do you understand by “Office-Management”? Discuss the functions 
of an office – Manager. 

10 

 b) State the advantages and disadvantages of decentralization of office 
functions. 

10 

   

Q.2 a) What are the factors influencing location of office? 10 
 b) Explain the term “Office Environment” state the importance of providing 

good working condition environment to the office staff. 
10 

   

Q.3 a) Explain the importance of work measurement as a tool of Management 
Control. 

10 

 b) What do you understand by office-work simplification?  
   

Q.4 Write notes on (Any Four) 20 
 a) Safety Arrangements   
 b) Office Manual  
 c) Visible Card Index  
 d) Reception Room  
 e) Wheel Index  
 f) Sanitary Arrangements  
   

Q.5 a) Explain the terms authority, responsibility and accountability in the 
context of office management. 

10 

 b) What are office forms? What are its different types? 10 
   

Q.6 a) What is security? What is its importance in the context of modern office? 10 
 b) What is filling routing? State the different steps involved in filing routine. 10 
   

Q.7 Write Short Notes on any four 20 
 a) Payroll Systems  
 b) Mailing Department  
 c) Time and Motion Study  
 d) Coin Handling machine  
 e) Use of Computers in the office  
 f) Ward-robe facilities  
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lwpuk%& iq<hyiSdh dks.krsgh ikp ç”u lksMok- 
  

 

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

o.kZu djk- 

10 

 c½ dk;kZy;hu dk;kZaps fodsUnzhdj.kkps Qk;ns o rksVs Li’V djk- 10 

   

ç-2 v½ dk;kZy;kP;k LFkGkP;k fu.kZ;koj ifj.kke dj.kkjs ?kVd dks.krs\ 10 

 c½ ^dk;kZy;hu i;kZoj.k^ Eg.kts dk;\ dk;kZy;ke/;s pkaxys i;kZoj.k 

iqjfo.;kps egRo lkaxk- 

10 

   

ç-3 v½ dk;Z ekstekiu^ gs O;oLFkkiu fu;a=.kkps ,d lk/ku vkgs ;k n`’Vhus ;kps 

egRo fo’kn djk- 

10 

 c½ dk;kZy;hu dk;Z lqyHkhdj.k Eg.kts dk;\ rs LI’V djk- 10 
    

ç-4 fVik fygk- ¼dks.kR;kgh pkj½ 20 

 v½ lqj{kk O;oLFkk  

 c½ dk;kZy;hu iqfLrdk  

 d½ n`’; i=i`’B vuqØef.kdk  

 M½ Lokxr d{k  

 b½ pØ vuqØef.kdk  

 Q½ çlk/ku ¼LoPNrk½ (Sanitary)  O;oLFkk  

   

ç-5 v½ dk;kZy; O;oLFkkiukP;k n`f’Vus] vf/kdkj] tckcnkjh vkf.k mRrjnkf;Ro] 

g;k laKk Li’V djk- 

10 

 c½ dk;kZy;hu çi=s Eg.kts dk;\ gs lkaxwu ;kps fofo/k çdkj lkaxk- 10 

   

ç-6 v½ lqjf{krrk Eg.kts dk;\ gs lkaxwu vk/kqfud dk;kZy;kP;k lanHkkZr ;kps egRo 

fo’kn djk- 

10 

 c½ xzFkhrhdj.k fu;eu Eg.kts dk;\ xzFkhrhdj.k fu;eukrhy fofo/k VIis 

o.kZu djk- 

10 

   

iz-7 fVik fygk- ¼dks.kR;kgh pkj½ 20 

 v½ is&jksy (Payroll) i)rh  

 c½ i=s ikBfo.ks pk foHkkx  

 d½ le; vkf.k gkypky vH;kl  

 M½ uk.kh gkrkG.kkjs ;a=  

 b½ dk;kZy;kr lax.kdkaps mi;ksx  

 Q½ dk;kZy;kr dikVkaph lqfo/kk  
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