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R-16 Code:20755EC1
Faculty of Commerce
B.Com, III-Year, CBCS-V Semester Examinations, 2018-19
Skill Enhancement Course
PAPER: OFFICE MANAGEMENT
Time: 2 Hours Max Marks: 40
Section-A
1. Answer any two of the following questions (2x5=10 Marks)
1. Importance of filing.
2. Cash register.
3. Sealing machine.
4. Concept of an organization.
Section-B
II. Answer the following questions {2x15=30 Marks)

5. (a) Explain about the centralization vs decentralization of office services.
(OR)
(b) Explain about the different methods of filing.
6. (a) Explain in detail the various types of commonly used office appliances and
machines,
(OR)
(b) Explain about the different modern office machines used, their operation

and use in an office setup.
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R-16 Code:2075SEC1
Faculty of Commerce
B.Com. III-Year, CBCS-V Serpester Examinations
Skill Enhancement Course
PAPER: OFFICE MANAGEMENT
Time: 2 Hours Max Marks: 40
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R-16 ' Code:2085GE

Faculty of Commerce
B.Com. III-Year, CBCS-V Semester Examinations, 2018-19
GENERIC ELECTIVE

PAPER: INDIAN ECONOMY

Time: 2 Hours Max Marks: 40

Section-A

I. Answer any two of the following questions (2x5=10 Marks)
1. Natural Resources

2. Concepts of Human Development.
3. Liberalization
4. Poverty
Section-B
II. Answer the following questions (2x15=30 Marks)
5. (a) Define Indian Economy. Explain its characteristics.
(OR)
(b) Explain the Occupational Distribution of Indian Economy.
6. (a) Explain Economic Reforms of 1991,
(OR)

(b) What is Unemployment? Explain the reasons of Unemployment,
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