647510 BCM3BM3E0112
B.Com. Semester - 3 (CBCS) Examination
Oct/Nov - 2023 (OLD COURSE)
BUSINESS MANAGEMENT - 3(ELECTIVE)

Seat No :

Time: 2:30 Hours Marks: 70
Instructions:
1. All questions are compulsory.
2. Figures to the right indicate marks.
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ENGLISH VERSION
Q.1  Explain objectives and function of office. (20)
Q.1  Explain the qualifications, qualities, duties andOIrQesponsibilities of office manager.
Q.2  Define the Filing. Discuss the centralized filing and decentralized filing. (20)
Q.2  (A) Explain the importance of Indexing. oK
(B) Explain the types of Indexing.
Q.3 Explain advantages and limitations of machineries. (15)
Q.3 Write short notes: (any three) o
(1) Mobile (2) Fax
(3) Personal computer (4) Close circuit TV (CCTV)
Q.4  Explain the concept of banking facilities and State it’s importance. (15)
OR

Q.4  Explain the Recurring Account and Fixed Deposit Account.

khkkhkhkhhhhhkkkkkhkhhihhhhkhkhkhkhiiiiix



