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PART - A opan-o

Answer any TWO questions- 5 marks each
BRHRETHL SO BBAIR WZoL. 3T 5 wodnth. 2X5=10 Marks

1.  Explain the importance of office layout.
Be3eDod HMRT TTITTY, DT

2.  Define business.
TRERCT R TYEATRA.

3.  What are the advantages of sole trading concern ?
NIHF TeEed RoFoh wshBAoN R ?

4.  Explain the purpose of records.
OBNY vugesnvm)y LHTO0:

PART - B &n -2

Answer any THREE guesiions. - 10 marks each.
BRREEA Tt BRI LUZOXO - S 10 LoER% 2X15=30 Marks

5. What is office layout ? Explain the objectives of office layout.
Teded DMK Qomderd ? ¥eled OmIET  eugiesriv) DEOA.

6. Explain the purpose of record management.
g AEFzrEoR BTy, HTOAD.

7. Explain different types of combinations.
DRI De3aDH TFT ROCREEAADSy, DTOR.

8. What are the qualities of good business man?
WOH TORRTR rornesy SOR0.

9. State the essentials of good filing system.
g CFOTnG IRLeh oItvy  3UA.
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10.

~11.

12,

13,

14,

15.

PART - C 2poni- 2

Answer any TWO questions - 15 marks each
RRTHITETR VR FBRR evZoN - 30y 15 wosries. 2X15=30 Marks

Define office. Explain the various functions of office.
TeICDORY, wqarePR. FeIeDodd. DG TOORENFRY, DTOA.

Define combination. Explain the cause of business combination.
WSased RoodRewR W SRR, TEERT  Roo3Leess8oh TITEONERY, 3920,

What is business environment? Explain briefly the objectives of business ?
ST TG Qomted ? HEEed Sucknsy 3920,

 What is form 7 What are the advantages of using form ? Eicplajn.

RS Qomterd ? ema, CUmdReNmIETS  SRIBADRTIR ? DRoN,
PART -D amwrt - @
Note: Compulsory question for 80 Marks Scheme.
Haeds: 80 eosny IBTYER cacHis TTOS FBsb.

Answer any ONE of the following questions. 10 Marks.
WREFRTOR w0 JFA e0zdr. 10 eosrie. 1X10=10 Marks
What is filing. What are the method of filing? o
HOOT 2038erd ? OE0 DOF THTNE oy ?

Define Office Managent. Explain the importance of office management. =
vele0on RErEom W WPk et Y[R, S9R0. |
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