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Answer any four questions from the following Eight questions.

Q-1(A) Explain the concept, importance and functions of an office. I15]
Q-2 Write short note on: | f15]
1) Location and layout of an office
2) Filling of document
Q-3 Explain the primary and secondary functions of Banks. f15]
Q-4 Write short note on: ' f15]
1) Types of bank Accounts
2) Electronic banking and banking services
Q-5 What is transportation? Discuss the modes oftransportation. [15]
Q-6 (A) What is insurance? Explain principles of Insurance. [15]
Q-6(B}  Explain the factors affecting on choice of modes of transportation.
Q-7 Explain the qualities and qualification of a company secretary, 115}

Q-8 Explain the functions and role of company secretary. {15]
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