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SARDAR PATEL UNIVERSITY
F.Y.BCOM SEMESTER II EXAMINATION 2019
‘ Wednesday, 3" April 2019
10:00 a. m to 12:00 p. m.
UB02CCOMO5 Office Management And Commercial Services

TOTAL MARKS: 60

NOTE: 1) All questions have internal choices.
2) Figures to the right indicate full marks of the question.

Q1 Wfite a note on;

1. Office layout {08)
2. Filing o7
OR
Q1  Discuss the importance and functions of an office. 15)
Q2  Explain the various functions of commercial banks. (15)
* OR
Q2  Explain the different types/kinds of banks, (15)

Q3  What is transportation? Explain the modes of transportation along with (15)
advantages and disadvantages.

OR
Q3  What is insurance? Explain the principles and procedure of insurance, 15)

Q4 Clarify the concept of company secretary and discuss the (15)
qualities/qualification of a company secretary.

OR

Q4  Discuss the functions of a company secretary. (15)
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