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DIRECTORATE OF CORRESPONDENCE COURSE
(Freshers)

COMMERCE
BUSINESS ORGANISATION AND OFFICE MANAGEMENT

Time : 3 hrs] [Max. Marks : 80
PART - A
NP — R

L Answer any THREE of the following questions. 5 Marks each. 3X5=15

3UNT CIRPTRTECR et TFnen wogda. I 5 YOI

1. What is office management?
3e3ed ARFIH Q0TTERT?

2. Explain the different types of partnership.
ToOMROE AN TFIONRYR, DB[OA.

3. What is chamber of commerce?
mfézsé ToPned 2038eH?

4. What is stock Exchange?
Pedd BABE DOTTER?

5. What is office Layout?
geJed &)mﬁx DOTTERT?

PART - B
PR - W

II. Answer any TWO of the following questions. 10 Marks each. 2X10=20
NS ciRPmREte HOE JFReR Ko, Iwe 10 wosnw

6. What are the factors affecting the environment of an office?
ge3e0 TWORTT Hoed Tped WedhT WOJNE 03R)R)?

7. Discuss the functions of chamber of commerce.
mséméfdém ROPT TOPF AT, i A,

8. List out the difference between public & Private Co.
S50RN B TOWF AT FOTIN BT BITYINGT?

9. What is Line organisation? Explain the merits of line organisation.
IRNF ToTRS HoTTERN? STWO BRBRONTT, WBOAD.
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PART - C
R -

HI. Answer any THREE of the following questions. 15 Marks each. 3X15=45
YT cInRPmote et FInen wwgdr. 3w 15 wosnwd

10. What is Joint Stock Co.? What are the features of Joint Stock Company?
BAR WOBTOY NOF LoBBeD? Vo OFeanYR, DB[OA?

11. Explain the different types of combination.
Toddeexdod 0T uﬁmm% QWO

12. What are the Functions and Benefits of Stock Exchange?
Red IoH BRTFLOD Fo0DFN T OTOIRENNTR, S9A.

13. Explain the functions and qualificatiens-of office Manager.
ge3ed FFTTEI TOODF IR OTOIRTRY), D[OA.

14. Explain the Principles of Orgamsamm
THoFusod IIATR, DTN e

* %k &k ok ¥ ok
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