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SARDAR PATEL UNIVERSITY 

BCom (I Semester) Examination 

Saturday, 8 December 2012  

2.30 - 4.30 pm 

UB01CCOM06 - Secretarial Practice 
Ly$g NyZ: 60 

 

â.1 
(A) 

 
Å¡BÞV$ õV$p¡L$ L„$`_u iê$ L$fhp_u rhr^ Aph¡v$_`Ó A_¡ r_ed_`Ó_p A_yk„^p_dp„ 
kdÅhp¡. 

 
(11) 

(b) Mp_Nu L„$`_u_y„ Ål¡f L„$`_udp„ ê$`p„sf L¡$hu fus¡ \B iL¡$ ? (04) 
 A\hp  

â.1 
(A) 

 
L„$`_u_u ìep¿ep Ap`p¡. Å¡BÞV$ õV$p¡L$ L„$`_u_p apev$p A_¡ N¡fapev$p_u QQp® L$fp¡.  

 
(11) 

(b) _p¢^ gMp¡ : rhop`_ `Ó (Prospectus) (04) 
   

5°.f qX$rhX$ÞX$_u Q|L$hZu A„N¡ k¡¾$¡V$fu_u afÅ¡_u QQp® L$fp¡. 
qX$rhX$ÞX$ A_¡ ìepS> hÃQ¡_p¡ saphs gMp¡. 

(15) 

 A\hp  
â.f 

(A) 
 
qX$rhX$ÞX$_u Ål¡f L$fhp_u A_¡ Q|L$hZu_u rhr^ kdÅhp¡.  

 
(10) 

(b) _p¢^ gMp¡ : d|X$udp„\u ìepS>_u Q|L$hZu.  (05) 
   

5°.3 
(A) 

 
qX$f¡L$V$f A_¡ d¡_¡Æ„N qX$f¡L$V$f_p¡ saphs gMp¡. 

 
(08) 

(b) _p¢^ gMp¡ : qX$f¡L$V$f_u gpeL$psp¡ A_¡ N¡fgpeL$psp¡.  (07) 
 A\hp  

5°.3 
(A) 

 
qX$f¡L$V$f_y„ õ\p_ kdÅhp¡.  

 
(08) 

(b) _p¢^ gMp¡ : qX$f¡L$V$f_u afÅ¡ A_¡ kÑpAp¡¡.  (07) 
   

â.4 L$pev$¡kf_u â\d kcp A„N¡ L„$`_u^pfp_u  Å¡NhpBAp¡ hZ®hp¡. (15) 
 A\hp  

â.4 
(A) 

_p¢^ gMp¡. 
1. kcp_p¢^ (Minutes) 

 
(08) 

 f. L$pe®kp^L$ k„¿ep (Quorum)  

(b) hprj®L$ kp^pfZ kcp A„N¡_u L„$`_u k¡¾¡$V$fu_u afÅ¡ S>Zphp¡.  (07) 

 # # #  
 


