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_ SARDAR PATEL UNIVERSITY

CA-60T  sym.com (External) — II Semester Examination
Etlx Monday, 19" July, 2021

| 02:00 PM to 04:00 PM

SMALL ENTERPRISE AND OFFICE MANAGEMENT (UBEZCCOM04)
Total Marks: 70

NOTES: 1. Figures to the right indicate full marks of each question.

Q1. (A) Discuss in detail nature & characteristics of small scale industry. 09)
(B) What is project identification? Discuss in detail process of prdject (08)
identification.
OR
Q1. (A) Discuss in detail financial institutions problems in financing a small  (09)
scale unit. ‘
(B) Discuss in defail taxation benefits to Small Scale Units. ‘ (08)
Q2. What is production planning? Discuss in detail about production mix.  (18)
_ OR
Q2. (A) Whatis pricing? Discuss in detail methods of pricing. ' (09)
(B) Discuss in detail role of sales manager. (09)
Q3. What is office management? Discuss in detail functions of office  (17)
management.
OR
Q3. What is filing? Discuss in detail importance & essential of good (17)
filing. |
Q4. What is the meaning of mail? Disuses in detail importance of mail &  (18)
its advantages.
| OR

Q4. (A) What do you mean by office automation? Discuss in detail (09)
importance of office automation. .

(B) Discuss in detail kind of machines. 09)
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