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ENGLISH VERSION

Instruction : Figures of right side indicates marks.

1

Discuss the qualities and qualifications and authorities and
responsibilities of an office manager.

OR
Explain the meaning, importance and functions of office

management.

(a) Explain the meaning and importance of Indexing.
(b) Discuss the various types of Indexing.

OR
Explain the characteristics of an ideal filing. Discuss the

centralized filling and Decentralized filing.

Describe functions of modern office machines in present era.
OR
What is office mechanization ? Discuss its objectives and

importance

What is modern banking ? State need and importance of banking
facilities.

OR
Write note on RTGS and UPI.
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