= W IREL QAL T WIS Il‘:bl.ﬂl) EACIIIINIQALUINVIL
Saturday, 7" April, 2018
10.00 am - 12.00 pm
UB02CCOMOS5 - Office Management & Commercial Services

Note: Figures to the right indicate full marks.

Q.1 Describe the concept, importance and functions of an office

OR
Q.1 Write short notes on:

(1) Office System and Procedure (2) Filing Documents
(3) Layout of an Office

Q.2 Write short notes on:

(1) Electronic Banking (2) Kinds of Banks
(3) Role of Banks in Modern Economy
OR

Q.2 Descnbe the Primary and Secondary functions of Banks in detail.

a3 Describe the Modes of Transportation in detail.

OR
Q.3 Describe the Principles and Procedure of Insurance.

Q.4 Describe the Qualities and Qualifications of a Company Secretary.
OR
Q.4 Descrlbe the Role and Functions of a Company Secretary.
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Total Marks : 60
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