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Instruction : Figuros to the right indicate full marks

1

What is office management ? Explain importa

and

functions of office management.

@

®

Explain the meaning of filing. State its charact

OR
State the qualities and qualification of office
manager.
Explain meaning of office, discuss its characteristics and
functions,

of ideal filing or essentials of good system

(a)
®)

OR
Explain the types of Indexing.
Difference between horizontal filing and vertical filing

Describe the advantages and disadvantages of office
mechanization.

OR

State the advantages and disadvantages of computer.

Meaning of Bank and explain detail functions of bank.

OR

Write short notes : (any three)

M
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@
“@

Reserve Bank of India (RBI)
Recurring Account

Fixed Deposit Account

Role of Bank
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