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OPTION—D
Course No. : COMDSE-602T (D)

SECTION—A

Answer any twenty of the following as directed :
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What do you mean by the term ‘office’?

Mention one attribute of a successful
office manager.

Filing refers to storing documents in a secure
place and being able to locate them quickly.

(State True or False)

is an act of removing unnecessary files
from the active records.

(Fill in the blank)

What is ‘indexing’ in office management?

. What do you mean by e-mail?

Write the full form of BNPL.

Mention one advantage of sending mail
through courier.

Define office forms.

Name two stationery items used in an office.

( Continued )
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11. What is office mechanization?

12. Givev two examples of modern office
equipment.

13. State one feature of a dictating machine.

14. What is meant by annual budget?

15. Record of goods purchased and stored is
referred to as stock register/asset register.

(Choose the correct answer)

16. State the concept of passbook.

17." The form provided by the bank officer to open
a bank account is called account opening
form/bank form.

(Choose the correct answer)

18. The word ‘department’ is abbreviated as

(Fill in the blank)

19. Write one limitation of using ATM card.

20. What is a stale cheque?

21. A secretary is also regarded as an office
manager.

(State True or False)

22. What do you understand by voice mail?
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23. Mention one advantage of using a scanner.
24. Name two components of multimedia.

25. What is videoconferencing?

SECTION—B

Answer any five of the following questions :

26. Point out two administrative functions of
an office.

27. Why is ‘indexing’ necessary in an office?

28. State two features of a letter opening
machine.

29. Mention any two advanta

ges of using forms
in an office.

30. Point ' out two advantages  of having
computers in an office.

31. Write two differences be

. _ tween vouching and
verification,
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32.

33.

34.

35.

Answer any five of the following questions :
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Name the different types of bank account.

State two differences between crossed
cheque and uncrossed cheque.

Write any two functions of a secretary as an
executive officer.

What is the significance of maintaining an
appointment diary?

SECTION—C

8x5=40

36. Explain the duties of an office manager in a
modern business. ’

37. Discuss the essentials of a good filing
system.

38. Narrate the benefits of centralization of mail
handling work.

39. Elaborate the significance of managing
stationeries in an office.

40. Briefly state the merits and demerits of office
mechanization. 4+4=8
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41.

42.

43.

45.
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Delineate the various features of a budget.

Write a detailed note on different forms used
in a bank. '

Discuss the advantages and disadvantages of
sending money through postal order. 4+4=8

Describe the duties and _résponsibilities of a
personal secretary. 4+4=8

Write notes on the following : 4x2=8
(a) Minutes of a meeting

(b) Web-casting
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