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December.-2020 [NEW COURSE]
Business Management - 3(Elective)

Seat No :

Time: 1:30 Hours Marks: 42
Instructions:
1. Figure to the right indicate marks.
2. There are five questions in the question paper.
3. Answer any three of the following questions.
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ENGLISH VERSION
Q1 Explain the qualities and qualifications of office manager. (14)
Q.2  Explain the characteristics of an ideal filing. (14)
Q.3 Describe the various types of important machines for modern office. (14)
Q.4  Give the meaning of bank. Explain its main and subsidiary functions. (14)
Q.5  Write short notes. (any two) (14)

(1) Characteristics of office.
(2) Types of indexing.
(3) Obijectives of office mechanization.

(4) Reserve Bank of India.
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