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________________________________________________________________________________________________________ 
 

äg b cr=äg b cr=äg b cr=äg b cr=-1 

Q-1     UõUõUõUõ yy yy p=a cp=a cp=a cp=a c yy yy ==== eg c^=s cRjmeg c^=s cRjmeg c^=s cRjmeg c^=s cRjm ====
  (a)  ^jdu=uxw=py Rdi=uxa cy v i=s cRi=upx=ã= = = = = = (2) 

  (b) =äM x̂y ow=dc=Röpcwj=eScg jm== = = = = = = (2)   

  (c)  pjRjwxU=UJG”gX=a cy =pK=H S=a zÄf =Rög äq=dx=IN ca cy =Ixg cacy =s cg x====h x =ã= = (2)=
  (d) py Rdi=Ijî^jM ? di=Wv cRdc=pf cwx=v K=ã= = = = = = (1)=
=
Q-2 (a) qlcg q=I_jî=qlcg q=I_jî=qlcg q=I_jî=qlcg q=I_jî= uxw=s dx==äM x̂y owm= = = = = = (5) 

       (b) U õU õU õU õ yy yy pdjpdjpdjpdj yy yy t =I_j=ît =I_j=ît =I_j=ît =I_j=î =pyRdi=Ijî^jM ”       (5) 

       (c) `pp dc=uxw=^`cw =RcM g c=di=äg ät =Xa ecg jm     (4)=
s vg cs vg cs vg cs vg c ====

Q-2 (a) UõUõUõUõ yy yy pdjpdjpdjpdj yy yy t =I_j=ît =I_j=ît =I_j=ît =I_j=î =SM5M”ZxU=rg d? ÖX=a jM Im      (5) 

       (b) U õU õU õU õ yy yy pdjpdjpdjpdj yy yy t =I_j=î=t =I_j=î=t =I_j=î=t =I_j=î= =pÖg äU^I=äM x̂y ow= = = = = = (5) 

       (c) `pp dc=uxw=dc=I N cSj=eScg jm= = = = = = = (4) 

  

Q-3 (a) uxwaõM i=a cy =PUcM c=di=pcf ?g c`i=Xa ecg j=s dx=qx=s y rx======== ==== === ==== ==== ==== ==== = ===== ==== ==== ==== === == == === = ===== =
py Rdit cwc=di=ejrg cK=eScg jm= = = = = = = = (7)   

Q-3 (b) pjRjwxU=rg dÖX=dc=a õLqíg j=Xäg Wqw=Xaecg jm== = = = (7) 
s vg cs vg cs vg cs vg c ====

Q-3 (a) äM x̂y ow=di=àf cÄf c=s cRi=qxdc=dc=Röpcwj=äg rqx=Xa ecg jm== = = (7)=  

Q-3 (b) ^jdu=uxw=di=àf cÄf c=s cRi,=^jdu=uxw=^`cw=RcM g c=sy rx======== ==== ==== === === ========= ==== ==== === === 
             DFUNX”S=Xõodj=eScg jm = = = = = == = = (7)=
=
=
=
=
=
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Subject Code   :  4CO02SPR5     Summer Examination-2014  Date:   11 /06/2014 

Subject Name:- Secretarial Practice-II 
Branch/Semester:- B.Com/ II                           Time:02:00 To 5:00 

Examination: Regular  

Instructions:-  

(1) Attempt all Questions of both sections in same answer book / Supplementary 

(2) Use of Programmable calculator & any other electronic instrument is prohibited. 

(3) Instructions written on main answer Book are strictly to be obeyed. 

(4)Draw neat diagrams & figures (If necessary) at right places 

(5) Assume suitable  & Perfect  data if needed 
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äg b cr=äg b cr=äg b cr=äg b cr=-2 

Q-4    UõUõUõUõ yy yy p=a cp=a cp=a cp=a c yy yy ==== eg c^=s cRjmeg c^=s cRjmeg c^=s cRjmeg c^=s cRjm ====
    (a) Çf zêf zs I=ly M =s xUIx=uzy =ã = = = = = = = = (1)=
    (b) a õM i^ecw=dc=ägb crj=pxUIc=h x=ã =pf c=pf c=ã == = = = = (2) 

====(c)=D-Mate OD”GF=Icb j=eScgjm= = = = = = = (2) 

====(d) py Rdi=dx=lM oc=a cy =IK=eg cdc=Röpcwj=eScg jm= = = = = (2)====
== 
Q-5 (a) uxw^ecw=di=IcäN cpqc=Xa ecg jm= = = = = = (5)========= ==== =
       (b) Çf zêf zs I=ly M =dc=rxwlcf kc=Xa ecg jm= = = = = = (5) 

===== ===(c) äIpäg M xUw=di=äda Szp=s dx=Xíqc=Xa ecg jm== = = = = (4) 
s vg cs vg cs vg cs vg c ====

Q-5 (a) Çf zêfzs I=ly M =dc=Röpcwj=Xa ecg jm= = = = = = (5)========= ==== === =
       (b) lM oj=s dx=dckcwi=g êox=dj=qlcg q=Xa ecg jm= = = = = (5)=
===== ===(c) Röcv äa p=^ecw=sdx=rcôS=^ecw=g êox=dj=qlcgq====== === ==== === =
===== ==== ====Xa ecg jm= = = = = = = = = (4)=
=
Q-6 (a) azy ^K=uxw^ecw=di=Wv cRdcQXÉf Rk=s dx=qxacy=eca idriwis j=dj=gxRcw=pK=wiqx=v cf =hx=qx=
Xa ecg jm= = = = = = = = = = (7)=
Q-6 (b) XÉf j=kg cwc=Wg ô ôähp=lM oc=di=äg ät =Xaecg jm= = = = = (7) 
=

s vg cs vg cs vg cs vg c ====
Q-6 (a) IxSkcwj=kg cwc=Wg ôôähp=lM oc=di=äg ät =Xa ecg jm= = = = = (7) 

Q-6 (b) OTCEI =di=Wv cRdc=s dx=qxacy =eca idriwisj=dj=g xRcw======
===== ==== ==== ==Xa ecg jm= = = = = = = = = (7) 
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