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SARDAR PATEL UNIVERSITY 

SY BA  (IV SEMESTER) EXAMINATION 

2012 

Monday, 23
rd 

April 

3 - 6 pm 

UA04AOMS08 : OFFICE PRACTICE 

Office Management & Secretarial Practice 

Ly$g NyZ : 50 
_p¢^ : S>dZu bpSy>_p A„L$ âï__p NyZ v$ip®h¡ R>¡. 
  
â.1 _uQ¡_p âï_p¡_p V|„$L$dp„ S>hpb Ap`p¡. (L$p¡C `Z R>) (18) 

1. _pZp„L$ue `ÓL$p¡ L$p¡_¡ L$l¡hpe ?  
2. âdpZuL$fZ_p„ Sy>v$p Sy>v$p rhõspfp¡ S>Zphp¡.  
3. Ap¡qak s„Ó (`Ùrs) _p¡ A\® Ap`p¡.  
4. Ap„L$X$pX$ue dprlsu_p¡ A\® Ap`u s¡_u S>ê$qfeps ip dpV¡$ `X¡$ R>¡ s¡ S>Zphp¡.  
5. _pZp„L$ue `ÓL$p¡ ip dpV¡$ s¥epf L$fhpdp„ Aph¡ R>¡ ?  
6. Ap„L$X$pL$ue dprlsu_u dep®v$pAp¡ S>Zphp¡.  
7. L$pe® `qfdpZ_u `ÙrsAp¡ S>Zphp¡.  
8. Mfuv$ _p¢^ rhi¡ V|„$L$dp„ kdÅhp¡.  
9. âdpZuL$fZ rhi¡ V|„$L$dp„ gMp¡.  

10. L$pe® `qfdpZ_y„ dlÐh kdÅhp¡¡.  
   

â.2 Ap¡qak s„Ó (`Ùrs) _p¡ A\® Ap`u s¡_y„ dlÐh kdÅhp¡. (10) 
 A\hp  

â.2 Ap„L$X$pL$ue dprlsu_p âp\rdL$ ÷p¡s rhi¡ kdÅhp¡. (10) 
   

â.3 âdpZuL$fZ A¡V$g¡ iy„ ? s¡_y„ dlÐh kdÅhp¡. (10) 
 A\hp  

â.3 Ap„L$X$pL$ue dprlsu A¡L$W$u L$fhp_u `ÙrsAp¡ V$|„L$dp„ QQp¡®¡. (10) 
    

â.4 V|„$L$_p¢^ gMp¡. (L$p¡C`Z Qpf) (12) 
1. rX$b¢Qf `ÓL$  
2. _pZp„L$ue `ÓL$p¡  
3. rdr_V¹k  
4. kæe`ÓL$  
5. L$d®Qpfu `ÓL$  
6. h¡QpZ _p¢^  
7. dprlsu_p âpràs õ\p_p¡  
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