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ENGLISH VERSION

Instructions :

(1) Answer all the questions in main answer sheet.

(2) Figures to the right side indicates marks of the questions.
(3) All questions are compulsory.

1  Explain objectives and functions of office. 20
OR
1 Explain the qualifications, qualities, duties and responsibilities 20
of office manager.

2 Explain the characteristics of standard filing and also discuss 20
the advantages of filing.
OR
2 (A) Differentiate between centralized filing and decentralized 10
filing.
(B) Differentiaec between horizontal filing and vertical filing. 10

3  Explain advantages and limitations of machineries. 15
OR
3 Explain the guiding principles for the selection of machineries 15
and equipments in the office.

4  Give the meaning and definition of Bank. Also explain various 15
functions of bank.

OR
4 (A) Explain the difference between Current Account and 10
Savings Account.
(B) Attempt any one : 5
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