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Full Marks : 20
The figures in the right hand margin indicate marks

Answer any one
[20x1]

. What is a Business Enterprise? What are the most common form of
Business enterprise.

MUl Yl K6l ? QL LFOPR R EQQ odol aa |

. What is Filing ? What are different kinds of filing system?
Q2eedl @4l ? G8Q JRIR FaRRd 8% Qdal aQ ?
. Discuss the procedure for handling incoming & outgoing mails?

2RE QIR 6 B GIe JFe FuR JACIREl AR VAR dal aa ?

. Elaborate the functions of office supervisor ? Discuss the important skills of
office supervisor.

PalsRIRle QTSR UEAR FQ ? EAIRINS Qs @ @Y YUER MRS @R ?

. What do you mean by communication ? Discuss important types of barriers
of communication ?Discuss important types of barriers of communication?

AR IRERVE R ? AR IRCRVER ARG YFIVR YR ZERCR 2R ?

. Write short notes on:-

(a) 5W-h plans of writing
(b) Situational leadership
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