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COMMERCE
Business Organisation and Office Management

Time : 3 Hours Max. Makrs :70/80
PART -A
NPIN - X

|. Answerany TWO questions. 5 marks each. (2x5=10)

O3NR)TOTTR NTRED e,—-’j@;r{@ﬁ SUZOR. B 5 LI0TN.

1) Write a note on business.
RRVTTT Ny 8353 2B0200.

2) Define a business environment.
dﬁdmd TORoT 27} 23, TQR.

3) Write a note on record management.
2D QEFHEOI Wi 1S LT

4) Explain the steps in filing routine.
wESle) @ﬁ@%d 5037?@5530{ DNWOR.

PART-B
NN - W

. Answer any THREE questions. 10 marks each. (3x10=30)

CIREYTHTTR ST TINETT YVZ0R. S0 10 LoBT0.

5) Explain the characteristic features of sole proprietorship.
AL dgoﬁa rbsae)i\ s@ﬁeﬁ@t QWOR.

6) Define business environment. Explain its requisites.
dédmd FORT DOTTEI0 ? &9T0 ﬁasaeﬁ\ s@ﬁeﬁd;i QWOR.

7) What is office layout ? Explain the objectives of office layout.
3e3eD Sl omTemd ? 3eFed SelBeFI emd@eéﬁ%fd;% QTOR.

8) What do you mean by filing ? What are the essentials of good filing.
TROFTED 0TTERD ? SV BHOCFTEATI 232080 @ﬁf@ﬁ%@@ ?

9) Describe the qualities of a good supervision.
3009, 1TET YU MOLNTRI TOR.
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PART-C
QNN -2

lll. Answerany TWO questions. 15 marks each. (2x15=30)
CIREYTHTTR DT TINETT YUZ0R. 3w 15 LoFNED.

10) Explain merits of partnership organisation.
TPLOTIDOF BOFOT WRIBRONTR) QO

@

11) Define the business combination. Explain the causes of business combination.
=, VTT FoC3REHFOD 27} 239,T,QR. oubNeshiepatelentols-riiove adsamfdg( QWOR..

12) What is office ? Describe the functions of an office.
B3e0 OTTERD 9 FEFOOD FoOIF MY Q[OR.

13) Describe the requisites of supervisor.
20¢9) 23TTS MODOFLNTR) O,

PART-D
PR - B

Note : Compulsory questions for 80 marks scheme.

B : 80 LOoBNYD T WEIN QTR Fea0d BIN.
Answerany ONE of the following questions. 10 marks each.
03NR)TIITITR LW OT @’%ﬁ SVZ0R. 3210 ©oBN%L.

14) What is administrative office management ? Explain its objectives.
ST T30 A BB VOTWTER0 ? 9330 emcieéﬁ%fﬁi QO

15) Explain the modern methods of filing.
Clavi¥ atsery @mﬁﬁ%ﬁd& QTOR.



