[image: image1.png]



[image: image2.jpg]






SHREE H. N. SHUKLA COLLEGE OF I.T. & MGMT.
(AFFILIATED TO SAURASHTRA UNIVERSITY)

3- Vaishalinagar




2 – Vaishalinagar 

Nr. Amrapali Railway Crossing


Nr. Amrapali Railway Crossing

Raiya Road, Rajkot – 360001


Raiya Road, Rajkot - 360001

Ph. No–(0281)2471645
` 


Ph.No–(0281)2440478, 2472590


PRELIMS PAPER 

BUSINESS MANAGEMENT – 3 


BCOM - 3        
· Answer the following questions: (70 marks)

Q.1 : write Important Functions or Role of an Office Manager. (20)
Or

Q.1 : Explain Responsibilities | Qualification | Qualities Office Manager.

 (20)

Q.2 : Explain Types of Filing system in Office and Organization in detail.        (20)
Or
Q.2 : Explain in detail Purposes, Importance and Types of Filing System in Office.
Q.3 : Explain Meaning and importance of Office Automation.  (15)

Or

Q.3 : Which kinds of modern machine/Equipment used by company? 
Q.4 : Explain about different types of bank accounts in detail.                           (15)
Or 

Q.4 : Discuss about Various Types of Cheques. 
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