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C31 SARDAR PATEL UNIVERSITY
B.Com Semester —1I Examination
Date: 27/04/2023, Thursday
. Time : 10:00AM to 12:00 PM

UB02CCOMOS5 : Office Management and Commercial Services
Total marks : 60

Note : Figures to the right indicate full marks .

Q.1 Discuss the Importance and Functions‘ of Office in business. (15)
OR

Q.1. Write a note on: (A)Location and Layout of an office (08)

(B) Department of an office 07)

Q.2 Discuss the Primary and secondary functions of the Bank. (15
OR

(.2 Write a note on : (A) Important rele of Bank in Modern Economy (08)

(B) Types of Bank Accounts 07

Q3 Explaih the concept and various modes of Transportation. (15)
OR

Q.3 (A) What is Insurance? Explain its Principles. ' (08)

(B)Explain procedure of Insurance. (07)

Q.4 Define Secretary and explain Qualities and Qualification of secretary. (15)
OR

Q.4Write a short note on : ( A) Functions of Company secretary (08)

(B) Role of Company Secretary (07)
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