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Explain the characteritics, functions and objectives
of office.

OR

(a) Explain the importance of an office management.
(b) Explain the qualities and qualifications of office
manager.

(a) Explain the characteristics of an ideal filing.
(b) Distinguish between centralized filing and
decentralized filing.

OR

(@) Explain the types of indexing.
(b) Distinguish between horizontal filing and vertical
filing.

(@) Describe the advantages and disadvantages of
office equipments.

(b) Write a note on objectives of office mechanization.

OR

Describe the various types of important machines
for modern office.

Give the meaning and definition of bank. Explain its
main and subsidiary functions.

OR
Write short notes : (any three)
(1) Reserve Bank of India
(2) Fixed Deposit Account
(3) Role of Bank
(49) Importance of Bank.
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