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Note: Marks are given at a right side of question
O _ 1 : What is office management ? Explain functions of office management. [18]

OR
Q - 1 : Discuss qualities and qualifications of the office manager. (18]
Q — 2 : What is filing ? State its importance and explain various methods of filing. 7]

OR
Q -2 : Explain the ideal filing system. 17
Q -3 : What is mailing ? Explain its importance. [18]

OR
Q -3 : Explain the difference between internal mailing and external mailing. (18]
Q - 4 : Discuss the objectives of office mechanism and explain the limitations of office (173

mechanism.
OR

Q — 4 : Write notes on. (17

(1) Computer
(2) Fax machine
(3) Xerox Machine (Photo copier)

¢p. 1. 0

QY




Seat Noi-oooviinnnn ’ No. of printed pages :- 02

SARDAR PATEL UNIVERSITY
B.Com.(él“' — Semester) Examination
Tes day 42" April, 2023
2.00 pm to 5.00 pm
UB04CCOMS54/24 — Office Management

€ 2JBL: V0

Yuell: wHell wly Usell ot ealda B,

- 1 stalett AALAeL Aed 9 2 stalaal AucEetel sl quadl. [18]
Yl
ysl - 1 staled AAlds (AaxR)edl ol wWal cliastdl wiucl. . [18]

us - 2 : stefldotell wel el dof Hocet weudl. sisldote{l yelyel ugldal Al [17]

WSl
yal - 2 : sledl st(dotell calaren dnamdl. - 17]
Yal - 3 : Urcadstell Wl wtul do] Hecel uMostal [18}
v
ygl - 3 id3s uslcatasl? el olld UAcalaslr Aol dslad e 3. [18]

el - 4 stallaaud AllRs0ten gl U v stalaanl aiRsgell Halerd addl[17)]

W
U - 4 olltl dull, | -
(1) slnee?
(2) 35 Hallot
{(3) BRAsu Hallet (glel sillae)
e

</



