* H A P - 1 6 0 8 0 0 0 1 0 3 0 7 0 2 *

Seat No.

HAP-16080001030702

B. Com. (Sem.-III) Examination
June - 2023
Business Management (Office Mgt-3)

(Old Course)

Time : 2% Hours / Total Marks : 70

c

Al el sl s oL eld 9.
1 siadnl sl asedl, silaudl Sqiidl auegdl sudl.
Yl
2 () silad AeAsHL ORI 2in disidl Rl
(o) salay AAsl 5390 2 Azl 2L 5.

3 el sidlordl clasdiatl anndl siiorl dlell [ wxydl
LML
2l

4 (1) uesullsidl 21 20, ssHBis QR Rl A0 A

(61) tisulBisid Heta Aol

5 silad 4iBisRAL il e slUEL ARl
L)
6 2sdin @vil: (AR d AR
(1) idld S1wye
(2) s Alse 2ldl.
(3) Heuda
(4) 354

7 oilFoL ARl v UL e ded Wt AUl
R
8 () RsRoL vugd 2 alidl Hed viid Aol
(o) dslad ML
Ale, vid A oAd v,

20

10
10

20

10

10

15

15

15

HAP-16080001030702 ] 1 [ Contd...



ENGLISH VERSION

Instruction : Figures to the right indicate full marks.

1

Explain objectives and function of office.
OR

(a) State the qualification of office manager.
(b) Discuss the duties and authorites of office manager.

Explain characteristics of standard filing and also discuss the
advantages of filing.

OR

(a) Explain meaning of Index. Discuss the various types
of indexing.
(b) Explain importance of Index.

Explain the objectives and advantages of office mechanisation.
OR

Write short notes : (any three)
(1) Personal Computer

(2) Close Circuit TV

(3) Mobil

(4) Fax

Explain the concept of banking facilities and discuss it
importance.

OR

(a) Explain the recuring account and fixed deposit.
(b) Difference of current account and saving account.
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