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B.COM SEMESTER-III
BUSINESS MANAGEMENT-III
UNIT-1
1. what is mean by office? Explain functions of office in detail.

2. Explain aim and importance of office management.

3. Write a note on office organization.

4. Discuss qualifications and functions of office manager.
UNIT-2
1. write purpose and importance of filing.

2. Explain various types of filing in detail.

3. Give difference between centralized and decentralized filing system.

4. Discuss need, advantages and types of indexing in detail.
UNIT-3
1. Elaborate meaning and importance of office automation.

2. Which are objectives of office automation.

3. Which are Principles of Mechanization and Equipment Selection in the Office.

4. Discuss advantages and limitations of office mechanization.

5. Discuss factors affecting while selection of machine for office.

UNIT-4
1. what is banking? Which functions perform by bank?

2. Which facilities provided by banks to customer?

3. Explain need and importance of banking system.

4. Explain various types of accounts in bank.

5. Write a note on types of cheque and ATM.

6. Write a short note on money transfer & mobile banking.
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