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B.Com. Semester - 3 (CBCS) Examination
Oct/Nov - 2023 [NEW COURSE]
Business Management - 3(Elective)
Time: 2:30 Hours Marks: 70
Instructions:

1. All questions are compulsory.
2. Figures to the right indicate marks.
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Que.l Define the Office. Explain the Characteristics and Function of office. (20)
OR

Que.l1 A. Explain the Importance of an Office management. (10)

B. Explain the qualities and qualifications of Office Management. (10)

Que.2  Define the filing. Discuss the centralized filing and decentralized filing. (20)
OR

Que.2 A. Explain the types of Indexing. (10)

B. Explain the characteristics of ideal Filing. (10)

Que.3  Explain the objectives and Importance of office mechanization. (15)
OR

Que.3 A. Describe the advantages and disadvantages of office equipment. (08)

B. Describe the various types of important machines for modern office. (07)

Que.4  Give the Meaning of bank. Explain its main and subsidiary Functions. (15)
OR

Que.4  Write short Notes. (Any Two) (15)

1) Reserve bank of India

2) Internet banking

3) Importance Of bank
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