
Bachelor of Commerce Examination: November 2015 

Part : III (Repeater)  (Annual Patten) 
 

Day & Date Part Subject Name Time Code 
 

Wednesday 
04/11/2015 

 

 
P-III 

 

Company Law, Secretarial & 
Office Administration 

 
11.00 A.M  

To  
02.00 A.M 

 

 
5311 

 
Instructions:  Attempt any five Questions from the following 
                      
 

 
sa 

Q.1 A. What do you understand by the term “office Environment”, Explain the importance of 
providing good working environment to the office staff 

10 

    
 B.  State the functions of office management 10 
    
Q.2 A. What is security? What is its importance in the context by modern office 10 
    
 B.  What do you known by office work simplification 10 
    
Q.3 Write notes on (any four) 

 
20 

 a. Interior decoration  
 b. Quality control  
 c. Folders and guides  
 d. Geographical classification   
 e. Visible card Index  
 f. Wheel Index  
   
Q.4 A What is filing routine? Describe the different steps involved in filing routine. 10 
    
 B What are office forms? State its different  types 10 
   
Q.5 A. What do you know by record management  10 
    
 B. Explain the importance of work measurement as a tool of management central 10 
   
Q.6 A. Distinguish between authority responsibility and accountability. 10 
    
 B. What do you mean by the layout in office furniture? What are the specific guidelines 

of it? 
10 

    
Q.7 Write notes on (any four) 

 
20 

 a. Cost controlling in an office  
 b. Flow chart  
 c. Control chart  
 d. Motion study  
 e.  Use of computers in an office  
 f. Safety arrangement  
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Instructions:  a)  [kkyhyiSdh dks.krsgh ikp iz”u lksMok- 

                      
sa 

Q.1 A. dk;kZy;hu i;kZoj.k Eg.kts dk;\ dk;kZy;ke/;s pkaxys i;kZoj.k 

iqjfo.;kps egROk lkaxk- 

10 

    

 B.  dk;kZy; O;oLFkkiukph dk;sZ o.kZu djk- 10 

    

Q.2 A. lqjf{krrk Eg.kts dk;\ gs lkaxqu vk/kqfud dk;kZy;kP;k lanHkkZr ;kps 

egRRo fo’kn djk- 

10 

    

 B.  dk;kZy;hu dk;Z lqyHkhdj.k Eg.kts dk;\ 10 

    

Q.3 fVik fygk- ¼dks.kR;kgh pkj oj½ 
 

20 

 a. varxZr ltkoV  

 b. xq.kkRed fu;a=.k  

 c. eksMi=d (folders) vkf.k ekxZnf”kZdk  

 d. HkkSxksfyd oxhZdj.k  

 e.  n`”; i=i`’B vuqqdef.kdk  

 f. Pkdz (wheel) vuqdzef.kdk  

   

Q.4 A xzFkhrhdj.k (filing routine) fu;eu Eg.kts dk;\ xzFkhrhdj.k 

fu;eukrhy fofo/k VIis o.kZu djk- 

10 

    

 B *dk;kZy;hu izi=s* Eg.kts dk;\ gs lkaxqu ;kps fofo/k izdkj lkaxk 10 

   

Q.5 A. Uksan O;oLFkkiu Eg.kts dk;\ rs Li’V djk- 10 

    

 B. *dk;Z ekstekiu* gs O;oLFkkiu fu;a=.kkps ,d lk/ku vkgs ;k n`’Vhus ;kps 

egRRo fo’kn djk- 

10 

   

Q.6 A. *vf/kdkj* *tckcnkjh* vkf.k *mRrjnkf;Ro* ;krhy Qjd dk;kZy;kr 

O;oLFkkiukP;k n`’Vhus fo’kn djk- 

10 

    

 B. dk;kZy;hu miLdjkaph lajpkuk Eg.kts dk; gs lkaxqu ;k fo’k;kph fo”ks’k 

ekxZn”ksZ rDrs fo’kn djk- 

10 



    

Q.7 Vhik fygk- ¼dks.kR;kgh pkj oj½ 
 

20 

 a. dk;kZy;hu [kpkZoj fu;a=.k Bso.ks  

 b. izokgh rDrk  

 c. fu;a=.k  

 d. gkypky vH;kl  

 e.  dk;kZy;kr lax.kdkps mi;ksx  

 f. lqj{kk & O;oLFkk  
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