ANNA ADARSH COLLEGE FOR WOMEN (AUTONOMOUS) END SEMESTER EXAMINATION
MODEL QUESTION PAPER

	Programme : B.Com (CS)
	Batch : 2025-2026
	Semester : II

	Course Title : Office Management And Secretarial Practice
	Course Code : 24UCMCS3E2A

	Duration : 3 Hours
	Maximum Marks : 75


SECTION - A ( 10 x 2 = 20 Marks ) ANSWER ANY TEN QUESTIONS
	Q. No.
	Question
	Marks
	K Level
	CO

	1
	Define an office.
	2
	K1
	CO1

	2
	Write any two elements of office management.
	2
	K2
	CO1

	3
	What is meant by office environment?
	2
	K1
	CO2

	4
	Mention any two principles of office space
management.
	2
	K2
	CO2

	5
	What is office procedure?
	2
	K1
	CO3

	6
	State any two roles of an office manager in systems
development.
	2
	K2
	CO3

	7
	What is records management?
	2
	K1
	CO4

	8
	State any two essentials of a good filing system.
	2
	K2
	CO4

	9
	What is video conferencing?
	2
	K1
	CO5

	10
	What is web-casting?
	2
	K2
	CO5

	11
	What is re-layout?
	2
	K1
	CO2

	12
	What is indexing?
	2
	K2
	CO4



SECTION – B ( 5 x 5 = 25 Marks ) .

ANSWER ANY FIVE QUESTIONS

	13
	Explain the meaning and features of a modern office
	5
	K3
	CO1

	14
	Describe the factors to be considered while selecting the location of an office.
	5
	K4
	CO2

	15
	Discuss the role of an office manager in systems and procedures.
	5
	K3
	CO3

	16
	Describe the essentials and characteristics of a good filing system.
	5
	K4
	CO4

	17
	Explain the duties and responsibilities of a personal secretary.
	5
	K3
	CO5

	18
	Write a brief note on physical hazards and safety measures in the office.
	5
	K3
	CO2

	19
	Explain the difference between centralised and decentralised filing.
	5
	K4
	CO4




SECTION – C ( 3 x 10 = 30 Marks ) ANSWER ANY THREE QUESTIONS
	20
	Determine the various classifications of a company.
	10
	K5
	CO1

	21
	Figure out the new trends in office layout, including modular offices and smart office concepts.
	10
	K6
	CO2

	22
	Explain the flow of work in an office and its impact on
efficiency and productivity.
	10
	K5
	CO3

	23
	Classify the various methods of filing with their merits and demerits.
	10
	K6
	CO4

	24
	Discuss the procedures and guidelines for drafting fax messages and email messages.
	10
	K5
	CO5




