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B.Com. (First Year) (Main)
EXAMINATION, 2024

Vocational
OFFICE PROCEDURE AND PRACTICES

Time &1 sty earr &
Vocational Subjects @1 Maximum Marks : 70
Exam 2 Hours ST EXAT &l Note : Atempt all Scctions as direcid.
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Section A
wvE ‘A’
(Very Short Answer Type Questions)
(oifa wg I W)
Note : Attempt any three questions. Each question
carries 2 marks (word-Jimit 50 words cach)
3x2=6
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State the objectives of records keeping.
dfve @ Rew T

»

Discribe the concept of paperless office.
FE W wEATE A memon woa
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Name the different types of forms.
fafe= y#R 2 wH & T oaw

Define postal management.
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What are the essentials of a budget ?

o W s AW W g 7

6. Describe the audit process,
SFav $EA w o w1
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Section B
g ‘a’
(Short Answer Type Questions)
(7 T v )

Note : Attempt any four questions. Each question
carries 9 marks (word-limit 200 words each).
4x9=36
el o v @ sw A v v
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- Define ‘records’ and discuss its types.
‘ofecra’ F Rl SR T R v
wowd wfE

What do you mean by filing and also explain its
importance.
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3" Define *Forms’. Explain their significance.
il w o @R e e
i

-

Differentiate between imward and outward postal
processes

o T T s § A s
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5 What is the concept of an office budget, and
why is it necessary ?

it T % seern @ ¢ o T
T 7

Define “audit” and state its importance,
‘sidgw’ w ofonfed FiE wE s wEe
=
# Define verification and describe the process of
verifying office assets.
T F R e el s @
F A W OWEA Foav wid
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% Write short notes on the followin;
() Digitalization and retrieval of records
(ii) Planncd and non planned expenditure.
frafifian w e fewfol fafa :
() sl @ fefedm s g wRa
(i) Frifm o i i
Section C
T W
(Long Answer Type Questions)
(e vl v
Note : Attempt any fwo questions. Each question
carries 14 marks (word-limit 500 words
each). 2x14=28
ol @ v @ sw AP | e T
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1. Discuss the main characteristics of a good filing
and indexing and also explain different methods
and classification of filing.
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2 What is Forms design ? What are the factors
affecting forms design and also explain its
principles
wi fewer ® % 2 Wit e W werm
FA A TF T E [ v foerd w1
ot ot Fif o

3. Define voucher and explain its significance in

auditing. Describe the different types of
vouchers commonly used in organization and
their respective purposes.
TSR T Rl FE qe s §
T w we wfE | wEE d et ®
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& Write the following in detail :
(i) Contralization and decentralization of Post
management
(i) Semi-annual and Annual Budget.
Frefefan @ e @ fofey
() = e e o e
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