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B. Com. (Voc.) EXAMINATION
(For Batch 2011 Onwards)
(Fifth Semester)

OFFICE PRACTICE : OFFICE
MANAGEMENT & SECRETARIAL
PRACTICE

BC(Voc.)-505

Time : Three Houfs Maximum Marks : 40

Note : Attempt Five questions in all. Q.No. 1is
compulsory. All questions carry equal marks.

1. (a) Which registers are used for stock
keeping in office ?
(b) How many types of papers arc used in

offices ?

(¢) Why is D.A. given to officers on tour ?
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(d) Explain the railway time table.

(¢) What do you mean by notice ?
Explain different types of type-ribbons.

Explain the procedure of preparing travelling
allowance bill in detail.

Write short notes on the -following :
(i) Procedure of issuing stationery

(ii) Procedure to control and regulate the

consumption of stationery.

Write short notes on the following :
(1) Air Booking
(i) Post Office Guide.

How will you prepare a tour programme ?

Give a detailed note.

What is the role of secretary during meeting

and after meeting ? Explain in detail.

B-5091 =R




8. Write notes on the following :
(i) Telephone
(i) Telex
(iii) Fascimile
9. How will you provide secretarial assistance in
an office ?
(Hindi Version)
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