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SARDAR PATEL UNIVERSITY 

B.COM. (REGULAR) (SECOND SEMESTER) EXAMINATION 

2012 

Tuesday, 17
th

 April  

11:00 a.m. to 1:00 p.m. 

UB02CCOM05 : OFFICE MANAGEMENT & COMMERCIAL SERVICES 

     
 

 Ly$g NyZ: 60 
_p¢^: S>dZu bpSy>_p Ap„L$ S>¡ s¡  âñ_p¡ NyZcpf v$ip®h¡ R>¡. 

 

â.1 ^„^pdp„ L$pep®ge_p„ dlÐh rhj¡ rhõspf`|h®L$ gMp¡ A_¡ Ap^yr_L$ L$pep®ge_p„ 
gnZp¡ hZ®hp¡. 

A\hp 

(1`) 

â.1
( 
(A) L$pep®ge_p„ õ\p_ s\p rhÞepk_¡ Akf L$fsp `qfbmp¡ kdÅhp¡. 
(b) Ap^yr_L$ L$pep ®gedp„ ìeh[õ\s apBg]N_u D`ep¡Nusp QQp£. 

(09) 
(06) 

 
â.f A\ ®s„Ódp„ b¢L$p¡_u c|rdL$p iy„ R>¡? 

h¡`pfu b¢L$p¡_p âp\rdL$ s\p Np¥Z L$pep£ hZ®hp¡. 
A\hp 

(1`) 

â.f (A) rhrh^ `°L$pf_p b¢L$ Mpsp_p gnZp¡ QQp£. 
(b) A¡V$uA¡d X¡$buV$ L$pX®$ s\p ¾¡$X$uV$ L$pX®$ `f _p¢^ gMp¡. 
 

(09) 
(06) 

â.3 (A) hudp_u ìep¿ep Ap`p¡ s\p hudp_p L$fpf_p d|mc|s rkÙp„sp¡ kdÅhp¡. 
(b) h¡`pf A_¡ hprZS>edp„ hpl_ ìehlpf_u k¡hpAp¡_u c|rdL$p QQp£. 

A\hp 

(09) 
(06) 

â.3 (A) rhrh^ `°L$pf_p hpl_ ìehlpf_u rhriô$ D`ep¡Nusp krhõspf gMp¡. 
(b) _p¢^ gMp¡:- hudp_p âL$pf 
 

(09) 
(06) 

â.4 (A) L„$`_u k¡¾¡$V$fu_u ìep¿ep Ap`p¡ A_¡ L„$`_u k„Qpg_dp„ L„$`_u k¡L¡$°V$fu_y„ õ\p_ 
 kdÅhp¡. 
(b) L„$`_u k¡¾¡$V$fu_u gpeL$psp¡ A_¡ NyZp¡ gMp¡. 

A\hp 

(09) 
 

(06) 

`°.4 (A) L„$`_u k¡¾¡$V$fu_p L$pep£ rhNshpf hZ®hp¡. 
(b) ""L„$`_u k¡¾¡$V$fu_¡ k„QpgL$p¡_p r_Z®ep¡_y„ AdguL$fZ L$fhp_y„ lp¡e R>¡.'' QQp£. 
 

(09) 
(06) 
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