ROIL NO. ceeeeeeeceecencecceccenes

O.M.R. Serial No.

Question Booklet Number

B.A. (SEM.-IT) (NEP) EXAMINATION, 2025-26
OFFICE MANAGEMENT & SECRETARIAL PRACTICE

(Principles of Management)

Paper Code

A

3

510121011 |T

Time : 1 : 30 Hours

Question Booklet
Series

B

Max. Marks : 75

Instructions to the Examinee :

1.

Do not open the booklet unless you are

asked to do so.

The booklet contains 100 questions.
Examinee is required to answer 75
questions in the OMR Answer-Sheet
provided and not in the question booklet.
All questions carry equal marks.
Examine the Booklet and the OMR
Answer-Sheet very carefully before you
proceed. Faulty question booklet due to
missing or duplicate pages/questions or
having any other discrepancy should be
got immediately replaced.

Four alternative answers are mentioned
for each questionas - A, B, C & D inthe
booklet. The candidate has to choose
the correct / answer and mark the same
in the OMR Answer-Sheet as per the
direction :

(Remaining instructions on last page)

wheriE  fg e

1. UT-YRIeR I O T 7 Wi ST T S0
el F S

2. UT-gRaE & 100 999 &1 qhemd @t 75
TR Bl Fadt &1 T OMR STFER-Sfie T &l

B HAT 8, FSA-GRTBl T | Gt At
% ofF T T

e &% IR e A A Gd IA-YRaH
T OMR TFER-91IT %l AEEFIYED o8
ol Agel geT-gRaew SR 8 9 B
| B2 U & A1 U9 Th § A ) 89 W
g a1 S Rl I SR W FHI 99
I3 & |

qe-GRasl § Ul U9 % SR qeied
SW- A, B, C T D &1 Tlemd &t 3 @t
fopcdt # & 99 IR Bl B IW A
OMR J-U% | qrafegd ue gen o

FreT eI o @
(A7 @9 o g% )



Change management helps organization to:

(A) Stop development
(B) Avoid work
(®) Adapt to new environment

D) Reduce communication

Scientific management emphasizes :

(A) Efficiency

(B) Laziness

(®) Delay

D) Waste

Administrative theory focuses on :
(A) Management principles
(B) Machine repair

(®) Office cleaning

(D) Product sales
Bureaucracy theory emphasizes :
(A) Informal talks

(B) Random decisions

(®) Rules and regulations

D) Personal favoritism
Management is required in :

(A) Only factories

(B) Only schools

(@) Only hospitals

(D) All organizations
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6. Planning is important because it :
(A) Reduces uncertainty
(B) Stops work
(®) Increases confusion

D) Avoids responsibility

7. Which function follows organising?
(A) Staffing
(B) Planning

© Controlling

D) Motivation
8. Motivation helps to :

(A) Increase confusion

(B) Reduce communication

(@) Stop planning

(D) Increase employee efficiency
9. Communication means :

(A) Exchange of machines

(B) Exchange of goods

(®) Exchange of money

D) Exchange of information
10. Leadership means :

(A) Buying goods

(B) Selling products

(®) Influencing people

D) Writing accounts
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11. Management is important for : 1.
(A) Ignoring plans
(B) Increasing confusion
(®) Avoiding work
D) Achieving goals efficiently
12. Which level of management makes 12
policies?
(A) Lower level
(B) Middle level
(®) Top level
D) Supervisory level
13. Middle level managers mainly : 13,
(A) Implement policies
(B) Clean offices
(®) Repair machines
D) Sell products
14. Lower level managers are also called : 14.
(A) Supervisors
(B) Directors
(®) Owners
(D) Investors
15. Scientific management mainly focuses on:  15.
(A) Efficiency in work
(B) Increasing holidays
(®) Reducing communication
(D) Ignoring rules
A350201T-B/20 (5)

e HEwEqe o -

(A) ST H STRET A B U
(B) ¥ SN & R

C F@ YT & W

(D) & ol HITIYEh AT B3 &
fer

USEN 1 BN T AT S 87

@ R
B) HH &R
© o &R
O) el &R

gww%nﬁ%g@wﬁww
?

(A) SR AR # §

(B) A W B &

€ A 79T HXQ B

0 % Jud ¥

e &) % JEEH A e A e
S B

A HaEE

B) TR

(€  mifc

D)  fHases

ST+ SeE g ®9 @ & ol © ¢
A wEH @ W)

B  gRedl TR W

C) O &9 W
O) I & oFREr FH W

[P.T.0.]



16. Which principle means fairness to
employees?
(A) Discipline
(B)  Authority
(@) Unity of command
(D) Equity
17. Authority and responsibility should go :
(A) Opposite
(B) Together
(®) Separately
(D) Randomly
18. Unity of direction means :
(A) Many plans for one work
(B) One plan for one group of activities
(®) No planning
D) Random planning
19. Scalar chain refers to :
(A) Chain of machines
(B) Chain of command
(9] Chain of money
D) Chain of customers
20. Which function comes after planning?
(A) Organising
(B) Directing
(9] Controlling
D) Staffing
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21. Which function of management involves  21.
selecting the best course of action?
(A) Controlling
(B) Planning
(®) Staffing
D) Directing
22. Organising mainly involves : 22.
(A) Arranging resources
(B) Cleaning office
(®) Advertising products
(D) Selling goods
23. Staffing is related to : 23.
(A) Employees
(B) Machines
(®) Buildings
D) Raw materials
24, Directing includes : 24,
(A) Buying machines
(B) Accounting work
(®) Leadership and motivation
(D) Building construction
25. Controlling ensures : 25.
(A) Work is stopped
(B) Work is done according to plan
(®) Plans are ignored
(D) Employees are removed
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26. Administrative theory was developed by :
(A) F.W. Taylor
(B) Henry Fayol
(®) Elton Mayo
(D) Max Weber
27. Bureaucracy theory was given by :
(A) Max Weber
(B) Henry Fayol
(9] Elton Mayo
(D) Taylor
28. Hawthorne experiments showed importance
of :
(A) Machines
(B) Human relations
(®) Buildings
(D) Money
29. Motivation means :
(A) Inspiring people to work
(B) Punishing workers
(@) Ignoring workers
D) Stopping work
30. Leadership helps to :
(A) Influence employees
(B) Stop communication
(®) Reduce work
D) Avoid responsibility
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31. Management is a:
(A) Political Process
(B) Social Process
(@) Religious Process
D) Cultural Process
32. Top level managers mainly focus on :
(A) Packing goods
(B) Cleaning work
(®) Machine operation
D) Policy making
33. Middle level management act as a link
between :
(A) Workers and customers
(B) Top level and lower level
(®) Government and business
D) Suppliers and buyers
34. Lower level management mainly deals with:
(A) Supervising workers
(B) Making policies
(®) National planning
D) Government decisions
35. Which principle emphasizes fair treatment
to employees?
(A) Equity
(B)  Authority
(@) Order
D) Discipline
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36. Scientific management was developed by:  36.
(A) Henry Fayol
(B) F.W. Taylor
(®) Elton Mayo
D) Max Weber
37. Administrative theory was given by : 37.
(A) Henry Fayol
(B) Taylor
(®) Mayo
(D) Weber
38. Bureaucracy theory focuses on : 38.
(A) Rules and regulations
(B) Informal relations
(®) Personal interest
D) Random decisions
39. Controlling is related to : 39.
(A) Buying goods
(B) Checking performance
(@) Advertising
(D) Recruiting employees
40.  Management helps in : 40.
(A) Achieving goals efficiently
(B) Creating confusion
(@) Stopping work
D) Ignoring plans
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41. Communication means :
(A) Exchange of Money
(B) Exchange of Machines
(®) Exchange of Information
D) Exchange of Buildings
42. Planning mainly deals with :
(A) Past records
(B) Future actions
(®) Cleaning work
D) Selling goods
43. Organising helps in :
(A) Creating confusion
(B) Stopping work
(@) Ignoring plans
D) Dividing work
44, Controlling helps managers to :
(A) Check performance
(B) Avoid planning
(®) Stop communication
D) Ignore results
45. The main objective of management is :
(A) Avoiding work
(B) Closing business
(®) Achieving organizational goals
(D) Ignoring employees
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46. Which function of management decides the ~ 46.
goals of an organization?
(A) Planning
(B) Controlling
(®) Staffing
D) Directing
47. Organising helps in : 47.
(A) Buying goods
(B) Dividing work
(®) Cleaning office
D) Advertising
48. Staffing includes : 48.
(A) Recruitment of employees
(B) Building construction
(®) Buying machines
D) Selling goods
49. Directing mainly involves : 49.
(A) Motivation
(B) Purchasing
(®) Accounting
D) Production
50. Controlling helps managers to : 50.
(A) Compare performance with
standards
(B) Stop activities
(@) Avoid planning
D) Ignore results
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51. Management deals mainly with :
(A) Only money
(B) Only machines
(®) People and work
(D)  Onlyland
52. Middle level managers mainly :
(A) Make policies
(B) Implement plans
(®) Clean offices
D) Repair machines
53. Management is a :
(A) Temporary work
(B) Continuous process
(®) Seasonal work
(D) Part-time work
4. Planning helps in :
(A) Future decisions
(B) Cleaning office
(®) Selling goods
D) Repairing machines
95. Organising helps in :
(A) Buying goods
(B) Dividing work
(®) Making roads
(D) Cleaning machines
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56. What is management?
(A) Only giving orders
(B) Only accounting work
(®) Process of planning and controlling
work
D) Only selling goods
57. Who is known as the father of Scientific
Management?
(A) Henry Fayol
(B) F.W. Taylor
(9] Elton Mayo
D) Max Weber
58. Which is the first function of management?
(A) Planning
(B) Organising
(®) Staffing
D) Controlling
59. Hawthorne Experiments are related to :
(A) Accounting
(B) Marketing
(®) Human Relations
D) Machine Repair
60. Management is :
(A)  OnlyArt
(B) Only Science
(®) Only profession
D) Both Art and Science
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61. Leadership is a part of : 61.
(A) Directing
(B) Planning
© Organising
D) Controlling
62. Which skill is important for top level  62.
managers?
(A) Typing skill
(B) Physical skill
(9] Conceptual skill
D) Cleaning skill
63. Motivation increases employee : 63.
(A) Laziness
(B) Efficiency
(@) Absence
D) Complaints
64. Communication is important for : 64.
(A) Understanding
(B) Confusion
(®) Conflict
D) Delay
65. Control helps to : 65.
(A) Stop planning
(B) Compare actual performance with
standards
(®) Reduce employees
D) Increase confusion
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66.

67.

68.

69.

70.

Leadership helps in : 66.

€ Accounting work

D) Cleaning office

Good communication improves : 67.
(A) Conflict

(B) Confusion

C) Understanding

D) Delay

The main aim of management is : 68.
(A) Closing business

(B) Achieving organizational goals

) Reducing workers

D) Avoiding planning

Fayol gave how many principles of  69.
management?

(A) 10

(B) 14

(C) 12

(D) 15

Discipline in management means : 70.
(A) Breaking rules

Influencing employees

Buying machines

Obeying rules
Avoiding work

Ignoring authority
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1. Top level management mainly performs : 7.
(A) Policy making
(B) Cleaning work
(®) Packing goods
(D) Machine operation
72. The process of arranging resources is  72.
called:
(A) Planning
(B) Organisation
(®) Controlling
D) Staffing
73. Motivation means : 73.
(A) Punishing Employees
(B) Forcing Workers
(®) Ignoring Workers
D) Inspiring people to work
74. Who gave Administrative Theory? 74.
(A) Henry Fayol
(B) Peter Drucker
(9] Elton Mayo
D) F.W. Taylor
75. Bureaucracy theory was given by : 75.
(A) Taylor
(B) Max Weber
(®) Fayol
(D) Mayo
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76. Which function allocates duties?
(A) Planning
(B) Organising
(9] Controlling
D) Motivation
7. Motivation increases :
(A) Worker absence
(B) Complaints
(®) Worker performance
(D)  Conflicts
78. Lower level management is also called :
(A) Top level
(B) Supervisory level
(®) Policy level
(D) Strategic level
79. Planning reduces :
(A) Profits
(B)  Authority
(®) Communication
D) Uncertainty
80. Directing includes :
(A) Leadership
(B) Buying land
(9] Making machines
(D) Advertising
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81. Which level of management supervises  81.
workers directly?
(A) Top level
(B) Middle level
(®) Lower level
D) Board level
82. Scientific management focuses on : 82.
(A) Increasing worker efficiency
(B) Advertising products
(®) Selling goods
D) Office decoration
83. The process of selecting employees is  83.
called :
(A) Recruitment
(B) Promotion
(9] Training
D) Selection
84. Which function checks whether work isdone 84,
as planned?
(A) Directing
(B) Controlling
(9] Staffing
(D) Organising
85. Planning is related to : 85.
(A) Past activities
(B) Future actions
(®) Cleaning office
D) Present work only
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86. Directing means :
(A) Hiring workers
(B) Guiding employees
(®) Buying machines
D) Selling goods
87. Leadership means :
(A) Influencing people
(B) Writing reports
(®) Paying wages
D) Checking accounts
88. Communication means :
(A) Only writing
(B) Exchange of goods
(®) Exchange of information
(D) Only speaking
89. Staffing means
(A) Advertising products
(B) Hiring employees
(®) Making buildings
D) Buying land
90. Controlling means :
(A) Checking performance
(B) Giving orders
(9] Hiring workers
(D) Selling goods
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91. Management of change means : 91.
(A) Ignoring changes
(B) Removing workers
(®) Adapting to new situations
D) Stopping work
92. Who conducted the Hawthorne  92.
Experiments?
(A) F.W. Taylor
(B) Elton Mayo
(®) Henry Fayol
D) Max Weber
93. Authority means : 93.
(A) Writing reports
(B) Cleaning office
(®) Power to give orders
(D) Buying goods
94. Responsibility means : 94.
(A) Avoiding work
(B) Ignoring rules
(®) Selling products
(D) Duty to complete task
95. Unity of command means : 95.
(A) One employee gets order from one
boss
(B) Many bosses give orders
(®) Workers give orders
(D) Customers give orders
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96. Which function of management involves
giving instructions to employees?
(A) Planning
(B) Directing
(@) Controlling
(D) Staffing
97. Management helps in achieving :
(A) Personal goals only
(B) Family goals
(®) Organizational goals
(D) Social festivals
98. Planning helps managers to :
(A) Increase confusion
(B) Reduce uncertainty
(®) Stop activities
D) Avoid responsibility
99. Organising mainly deals with :
(A) Dividing work and duties
(B) Advertising products
(®) Selling goods
D) Paying wages
100.  Staffing is concerned with :
(A) Machines
(B) Buildings
(®) Employees
D) Products
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Example :
Question :

Q1 ® @ © ©
Q2 ® ® @ ©

Q3 ® @ © ©

5. Each question carries equal marks.
Marks will be awarded according to the
number of correct answers you have.

6. All answers are to be given on OMR
Answer Sheet only. Answers given
anywhere other than the place specified
in the answer sheet will not be
considered valid.

7. Before writing anything on the OMR
Answer Sheet, all the instructions given
in it should be read carefully.

8. After the completion of the examination,
candidates should leave the examination
hall only after providing their OMR
Answer Sheet to the invigilator.
Candidate can carry their Question

Booklet.
9. There will be no negative marking.
10. Rough work, if any, should be done on

the blank pages provided for the purpose
in the booklet.

1. To bring and use of log-book, calculator,
pager & cellular phone in examination
hall is prohibited.

12. In case of any difference found in English
and Hindi version of the question, the
English version of the question will be
held authentic.

Impt. On opening the question booklet,
first check that all the pages of the question
booklet are printed properly. If there is any
discrepancy in the question Booklet, then
after showing it to the invigilator, get another
question Booklet of the same series.
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