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Sardar Patel University
S.Y.B.A. (I Semester) (CBCS) Examination
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UAO3AOMSO05 Paper-V
Office Management & Secretarial Practice

Secretarial Practice — I
Note : Figures tg the right side indiq\ate marks of the questions*, Total Marks : 50
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Q-4 a.Match A with B (5
: - A B
1. LIC | . 1. Sole Trader
2. Motion ~ 2, Public Company Ltd
3.  Share 3. Government Company Ltd
4. Adani Power Ltd 4, Resolution
5. Cloth Shop 5. Dividend
(P.1.0)
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b. Write following Excel Formula (5)

A B C D |E |F
1 | Student Name | Guj |Eng |[Sci |Env |
2 Sarda 50 60 70 |80
3 Vanita 45 50 140 |30
4 Alpa 145 49 60 |50
5 |Kanak 145 50 40 |50
1. Write formula Sarda total marks.
2. Write formula Alpa Min. Marks
3. Write formula Kanak Max. Marks.
Q-5 Do as directed. (Any five) (5)

I.

© NN A

Which Software use for data processing .
A. Excel B. Word C. Power point D.None

. Education is qualification of company secretary

A, True B. False

Company Secretary is employee of the company.

' A. True B. False
Every motion is not every resolution. A. True B. False
Motion is first step of resolution. A, True B. False

is not found in excel (row, Coolum, paragraph)

In excel sine is use at starting for formula (=, +, *, %)
_____minimum and maximum Shareholders of the limited
company (2, 7, 50, unlimited)
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