Bachelor of Commerce Examination: November 2015

Part : Ill (Repeater) (Annual Patten)

Day & Date Part Subject Name Time Code
ngﬂg‘fgg&y P-11l Company Law, Secretarial & | 11.00 A.M 5311
Office Administration To
02.00 A.M

Instructions: Attempt any five Questions from the following

Q1 A
B.
Q2 A.
B.

What do you understand by the term “office Environment”, Explain the importance of 10

providing good working environment to the office staff

State the functions of office management

What is security? What is its importance in the context by modern office

What do you known by office work simplification

Q.3 Write notes on (any four)
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Q.4

Q5 A

Q.7 Write

"m0 QoO0OoTE

Interior decoration
Quality control
Folders and guides

Geographical classification

Visible card Index
Wheel Index

What is filing routine? Describe the different steps involved in filing routine.

What are office forms? State its different types

What do you know by record management

Explain the importance of work measurement as a tool of management central

Distinguish between authority responsibility and accountability.
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What do you mean by the layout in office furniture? What are the specific guidelines 10

of it?

notes on (any four)

Cost controlling in an office

Flow chart
Control chart
Motion study

Use of computers in an office

Safety arrangement
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Instructions: a) Attempt any five Questions from the following

.1 ) siafaud didiae sied 9? stuladnl sl 209 413 siulaud
aAldlaRBl Y Uldelld, Hecel gLl

o1) stulay Aiax AL siald ael+ 2.

.3 20) YRal 2ed 947 2uyFs siufaudl dselal 2 Hew ol

o) stulauui sifudlsel 2ed 97

U.3  gsein avil. (Siunt aR)

1. AldRs g2

. dRlal 2L

3. slesR v HoleRlst
¥. elldllfeLs ao(lsel
U, go 518 v suRs
€. AslY virgsHlRLs

Wy 2t) s1odlor 38000 2led 97 Ani AHAAL el el doisst il Al 530,

61) s1ufausl URUA 22A 47 2 drll QAR UsRld asld 3.

WU o) if i [ di g dHes o)?

61) sidMIUA 2 AALESIY BigaL Alde dPF drd Het duxoAl.

Y. 1) AR, U] 2 GrRELRc 42l dslad %Ll

o) staladel AA20Al AL Qe dnl del v wleRist 59 59 97

0

0

0

0

RO

0

0

0

0

0



4.9

3.
¥,
. stufaumi s¥el Guylal
. YR8 Al

Sselit @ull. (Siduel AR)

1. slalaumi uidz »iga
2.
Y
£

sidualel »usla
[Feimtel >usla
SlINERICIEY)

RO



