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B.Com Semester -1V Examination

Date: &' /% /2023, Tuesday
Time 1o :00AM to 1:00 PM
UB04CCOM74 : Office Management

Total marks : 70

Q.1 Discuss the Importance and Functions of Office in business.
OR
.1 Explain the Duties and Qualities of Office Manager.
Q.2 Give the meaning of Filling and describe the Importance of filling.
OR
Q.2 Explain the meaning of Indexing and discuss various types of Indexing.
Q.3 Explain meaning of mail and discuss Inward and Outward mail.
OR

Q.3 Write a short note on : (A) Peon Book (B) Courier Services
Q.4 Describe the objectives of Office Mechanization.

OR

Q.4 Write a Short note on : (A) Personal Compute¥B) Audio Visual Aids
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SARDAR PATEL UNIVERSITY
B.Com Semester -1V Examination
Date: &/ /2023, Tuesday
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