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SARDAR PATEL UNIVERSITY 

SY BA (Fourth Semester) Examination 

Thursday, 19
th

 April 2012 

3 - 6 pm 

 OFFICE MANAGEMENT & SECRETARIAL PRACTICE PAPER VII 
      UA04AOMS07 - SECRETARIAL PRACTICE 
     

 Ly$g NyZ: 70 
 

â.1 _uQ¡_p âñp¡_p V|„$L$dp„ S>hpb Ap`p¡. (L$p¡B`Z R>) (18) 
 1. ""k„Qpg_ A¡V$g¡ S> L$d®Qpfu k„Qpg_''. kdÅhp¡.  
 f. ""sd¡ sdpfp dpZkp¡_¡ kp„cmp¡, dpZkp¡ buSy>„ b^y„ S> k„cpmu g¡i¡.'' kdÅhp¡. 
 3. Ap¡auk `ep®hfZ A¡ L$d®Qpfu_¡ Apfpd Ap`¡ s¡hy„  Apfpdv$peL$ lp¡hy„ Å¡BA¡. kdÅhp¡. 
 4. k„QpgL$p¡ L„$`_u_y„ dNS> R>¡, sp¡ k¡¾¡$V$fu Ap„M, L$p_ A_¡ lp\ R>¡. kdÅhp¡.  
 `. Ap¡auk `ep®hfZ_p A„Np¡ L¡$ OV$L$p¡ rhi¡ QQp® L$fp¡.  
 6. L„$`_u k¡¾¡$V$fu_p L$pep£ S>Zphp¡.  
 7. Ap¡auk `ep®hfZ dy¼s lhp Ap`¡ s¡hy„ A_¡ õR>ÃR> lp¡hy„ Å¡BA¡. kdÅhp¡.  
 8. rbT_¡k qf`p¡V®$k_p¡ V|„$L$dp„ `qfQe Ap`p¡.  
 9. bY$su A¡V$g¡ iy„? s¡_p¡ A\ ® V|„$L$dp„ kdÅhp¡.  
 10. Al¡hpg (qf`p¡V¹®$k) _p âL$pfp¡ S>Zphp¡.  

â.f rbT_¡k qf`p¡V®$k_y„ hN}L$fZ L$fu kdÅhp¡. (1f) 
 A\hp  

`°.f L$d®Qpfu k„Qpg__p¡ A\® Ap`u s¡_p L$pep£ rhi¡ kdÅhp¡.  
`°.3 L$d®Qpfu k„Qpg__p l¡syAp¡ rhi¡ kdÅhp¡. (1f) 

 A\hp  
`°.3 L„$`_u k¡¾¡$V$fu_u ìe¿ep Ap`u s¡_u gpeL$psp¡ rhi¡ rhNs¡ QQp® L$fp¡.  
`°.4 bY$su_p L$pfZp¡ rhi¡ rhNs¡ QQp® L$fp¡. (1f) 

 A\hp  
`°.4 L„$`_u k¡¾¡$V$fu_u afÅ¡ rhi¡ rhNs¡ gMp¡.  
`°.` V|„$L$_p¢^ gMp¡. (L$p¡B`Z Qpf) (16) 

 1. kpfu NyZhÑphpmp qf`p¡V®$  
 f. rbT_¡k qf`p¡V¹®$k s¥epf L$fhp_p sb½$p  
 3. bv$gu A_¡ s¡_p L$pfZp¡  
 4. Ap„sqfL$ kyip¡c_  
 `. L$d®Qpfu k„Qpg_ rhcpN  
 6. dy¼s lhpDÅk (Ventilation)  
 7. Ap¡auk_p¡ âL$pi (Lighting)  

 A 8. Ap¡auk_u Qp¡¿MpB L¡$ õhÃR>sp  
                  


