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June, 2026 

AOM-001 : OFFICE ORGANIZATION AND 

MANAGEMENT 

Time : 2 Hours  Maximum Marks : 50 

Note : (i) Attempt any five questions.  

 (ii) All questions carry equal marks. 

1. What is Modern Office ? Explain the 

functions of modern office. 4+6 

2. Explain the meaning of records 

management. Discuss various types of 

records.   3+7 

3. What do you mean by Data ? Explain about 

data life cycle. 3+7 
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4. What do you mean by Mail Service ? 

Describe the stages involved in handling 

inward mail. 2+8 

5. (a) Describe the importance of office work 

measurement.  

(b) Explain briefly various techniques of 

work measurement in the office. 

5+5 

6. Explain various softwares used in 

computers.  10 

7. Explain any two of the following : 5+5 

(a) Organisation Chart 

(b) Employee Manual 

(c) Decentralisation of Filing 

(d) Centralised storage of files in office  
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 AOM–001 

Lukrd mikf/k dk;ZØe  

(ch- Mh- ih-) 

l=kar ijh{kk  

twu] 2026 

,-vks-,e-&001 % dk;kZy; laxBu vkSj izca/k 

le; % 2 ?k.Vs   vf/kdre vad % 50   

uksV % (i) fdUgha ik¡p iz'uksa ds mÙkj nhft,A 

 (ii) lHkh iz'uksa ds vad leku gSaA 

1- vk/kqfud dk;kZy; D;k gS \ vk/kqfud dk;kZy; ds dk;ks± 

dh O;k[;k dhft,A 4$6 

2- vfHkys[k izca/ku ds vFkZ dh O;k[;k dhft,A fofHkUu 

izdkj ds vfHkys[kksa dh ppkZ dhft,A 3$7 

3- MsVk ls vki D;k le>rs gSa \ MsVk thou pØ dh O;k[;k 

dhft,A   3$7 
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4- Mkd lsok ls vki D;k le>rs gSa \ fdlh vkod esy 

(Mkd) dh O;oLFkk esa fufgr pj.kksa dh O;k[;k dhft,A 

     2$8 

5- (d) dk;kZy; ds dk;Z ekiu ds egRo dk o.kZu dhft,A 

([k) dk;kZy; ds dk;Z ekiu dh fofHkUu rduhdksa dk 

la{ksi esa o.kZu dhft,A 

5+5 

6- dEI;wVj esa iz;qDr fofHkUu lkW¶Vos;jksa dh O;k[;k dhft,A 

      10 

7- fuEufyf[kr esa ls fdUgha nks ij fVIif.k;k¡ dhft, % 5$5 

(d) laxBu fp= 

([k) deZpkjh fu;ekoyh 

(x) Qkb¥yx dk fodsaæhdj.k 

(?k) dk;kZy;ksa esa Qkbyksa dk dsUæhÏr Hk.Mkj.k 

× × × × × 

 

 


