Paper / Subject Code: 83009 / Commer ce Paper - IV

[Time: 3 Hours] [ Marks:100]

Please check whether you have got the right question paper.
N.B: 1. All Questions are compulsory
2. Figures to the right indicate marks of the respective questions.

Q1 A) Match the pair: 10
Group ‘A’ Group ‘B’
1) Material Procurement Maintain stock level
2) Accounting Chartered Accountant
3) Front office Quantity reduced in the stock
4) Labour Laws Discussion On Progress
5) Human Resource Management Consumer Satisfaction
Department
6) Business Meeting
7) Material Dispatch
8) Auditing
9) Customer service
10) Inventory Management
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Recording of the Customers
Sending order

Protection To the Employees
Employee Promotion
Employees Training and
development

k. Consumer Promotion

I.  Accountant
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B) Answer in One Sentence :- 10
1. What do you mean by ‘Special Meeting’?

Give Two Examples Of ‘Human Resource Development’

Two Function Of ‘Inquiry Counter’.

Explain Two Functions of ‘Sales manager’

Enumerate two Purposes of ‘Annual General Meeting’.

What is ‘Selection of ‘Tender’?

State Two Document Which are used for ‘stock Recording’?

What do You Mean By ‘LIFO’?

What is ‘Guest History Card’?

10 Explain the meaning of ‘Material Rejection Note’.

11. Enumerate two advantages of ‘Bin card’.

12. What is ‘Reserve Stock’?
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Q2 Answer any one of the following :

a. State the function of the human resource officer. 08
b. Briefly review the important Legislations in respect of human resources in India. 07
OR.
a. Explain the importance of ‘Human Resource Management’. 08
b. Enumerate the importance of records & notes in respect of Human Resource in office. 07
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Q 3 Answer any one of the following :

63940

a.
b.
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Explain the function of ‘Reception counter in a office.

Describe in brief the procedure of ‘business meeting.
OR

Enumerate the importance of reception counter.

Write Detailed note on Marking Travels Arrangements.

Answer any one of the following.
Enumerate the Sources of ‘Exchange of money *
Write detailed note on ‘Sales Department °.
OR
Explain the role and functions of ‘Customer Service Office’.
Write details note on types of ‘Hardware’ and Software.

Answer any one of the following
Explain the role and functions of ‘Procurement Office’.

Distinguish between ‘Manual Stock Record’ and ‘Electronic Stock Record’.

OR
State the Functions of ‘Material Dispatch Department’.
Explain the role and importance of ‘Inventory Management’.

Answer any one of the following

Enumerate the different types of ‘Business Meeting’

Which document are required with respect to the ‘procurement’.
OR

Write Short note on any four of the following.

Information and services Related to travel.

Function of Accounts Officer

Digital Payments

Importance of Customer care

LIFO

Safety Stock Level
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WTATAUhT HIUTAET Teh T HieaT.
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63940 Page 4 of 5

AEGEDE44CB68F5F01AA2A3A3CF50EB83

(T4
09

(T4

o9

o¢

o9

o¢

o9

(T4

o9

oc

o9

(T4

o9

o¢
09



T%

Paper / Subject Code: 83009 / Commer ce Paper - IV

WTcAeTush! SRIUTATET Ueh T3 EledT,
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