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. Directorate of Correspondence Course
BUSINESS ORGANISATION AND OFFICE MANAGEMENT
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Answer any THREE questions. 5 marks h.. (Ax5=15)
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1. What are the objectives of business ? | 1"\.,.\
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2. What are the disadvantages of é?qlé trading r@.‘ge}p ?
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4. Mention briefly g_,ein q aliti i
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5. Write a note on horizontal method of filing.
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Answer any TWO questions. 10 marks each. (2x10=20)

aiRwmade adw IFRen eugdr. 3T 10 sosnid.

6. Explain briefly advantages and disadvantages of joint stock company.
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Explain the principles of office organisation.
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Explain the functions, duties and responsibilities of office supervisor.
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Explain the principles of form designing.
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Answer any THREE questions. 15 ma;lfs eacm (3x15=4%)
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10. What is business environment ?f’E)Lplzm the\dlmt kinds of environment which
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influence business. ¢ \ s N,
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What is business con}bmat;-én 7 BExplatny, 1mpoﬁa%aﬂvantages of business

combinations. ;oS
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What is parmars,l‘np firm ? Explain the Kinds of partners.
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What is record management ? Explain the principles of records management.
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State briefly the factors to be considered while providing the office
accommodation.
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