647510

BCM3BM3E0112
B.Com. Semester - 3 (CBCS) Examination

Seat No :

Oct/Nov - 2024 (As Per Syllabus Year June-2016)

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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ENGLISH VERSION
Que.1 Discuss the qualities, qualifications, authorities and responsibilities of an office manager. (20)
OR
Que.l Explain the meaning, importance and functions of office management.
Que.2 (A) Distinguish between horizontal filing and vertical filing (10)
(B) Explain the types of Indexing (10)
OR
Que.2 Define Filing. Discuss the centralized filing and decentralized filing. (20)
Que.3 Explain advantages and limitations of office mechanisation. (15)
OR
Que.3  Write short notes:
1) Mobile
2) Fax
Que.4 writes short notes: (Any Two) (15)

1) Reserve Bank of India.
2) Importance of Bank.
3) Role of Bank.

4) Fixed Deposit Account.
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