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COMMERCE
[HONOURS]
Skill Enhancement Course (SEC)
Course Code : BCOM-H-SEC-T-02B

Course Title : Office Management and Secretarial
Practice

Full Marks : 40 Time : 2 Hours
The figures in the right-hand margin indicate marks.
Candidates are required to give their answers in

their own words as far as practicable.

Students have the Option to give answer to the question
EITHER BCOM-H-SEC-T-02A OR BCOM-H-SEC-T-02B

1. Answer any five questions: 2x5=10
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1)  Why is the modern office called the ‘business

information store’?
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11)  State the objective of Indexing.
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1i1) Write the names of any two devices used in
the office.

R IS @ I Yo ACEI AN (L
[Turn Over]

iv)  What do you mean by ‘Minutes of a Meeting’?
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v)  What is ‘Inward Mail '?
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vi) What is an ‘Overdraft facility'?
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vii) Define ‘Record’ .
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viii) What is the full form of MOU and MRP?
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2.  Answer any two questions: 5%x2=10
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i)  What is an ‘Asset Register’ ? What particulars

of an asset are entered in the asset register?
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i1)  What do you mean by stationery? Mention the

needs to control stationery items. 2+3
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iii) State the Importance of office in modern

business organisation. 5
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1v) Discuss the key features of a business letter.
5
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3. Answer any two questions: 10x2=20
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1)  Who is called personal secretary? Mention the
duties and responsibilities of the personal
secretary. 3+7
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1)  What do you mean by a decentralized system
of office service? Discuss the merits and
demerits of decentralized office services.
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1i1) Discuss the uses of various office appliances
used in a modern office. What factors will you
consider for selecting office machines for a
modern office? 5+5

e SRreT REe [Kiey e Tgefen T32E
A T | 416 ST SRFETR Sy S G
fFion Fam owa ofi @i (@i Rexafer Ko
FAE@?

506/1 Comm. [3] [Turn Over]

1v)

Discuss different methods of transferring

money through banks. 10
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