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Q.1 Discuss the importance of office in business and describe the (15) 
functions of office. 

OR 
Q.1 
(A) What are the factors affecting the location and layout of the office. (08) 
(B) Discuss the importance of the filling of the documents. (07) 

Q.2 
(A) Discuss the important role of bank in modern economy. (08) 
(B) Give details about primary functions of bank. (07) 

OR 
Q.2 Write short note. (15) 

1. Types of bank accounts 
2. Debit Card and Credit Card 

Q.3 
(A) What is insurance? Discuss its principles. (08) 
(B) Write short note - Utility of various mode of transportation. (07) 

OR 
Q.3 
(A) What are the factors affecting for the choice of modes of (08) 

transportation? 
(B) Write short note -Types of insurance. (07) 

Q.4 
(A) Define Company Secretary and explain the Qualities of 

Company Secretary. 
(B) Write short note - Role of Company Secretary. 

"' 
OR 

Q.4 
(A) Discuss the Functions of Company Secretary in detail. 
(B) Write short note - Qualification of Company Secretary. 

*** 
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