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Note :- All questions from each section carry equal marks. All questions are compulsory and answer limit are approximately

250 words. Start the answer of each section from new page. Maximum limit of pages of answer booklet are
approximately 16 pages. Answer should be written by the student in his/her own handwriting mandatory. The

first page of answersheet should be download by the student from university website www.bubhopal.ac.in is

mandatory.
[k.M "*/Section-A

(Secretarial Practice)

[Maximum Marks : 40

1. Discuss the rights and duties of Secretary.
Ifpo d vilidij vij dri;k b foopuk dift,A

2. Whatis office system ? How it is framed ?
d;ky; 1.kyd Dskgirh g \ ;g dl curk g \
[k.M *ct/Section-B
(Advanced Stenography with Computer)

[Maximum Marks : 40
3. Whatkind of knowledge is expected of a typist to type a manuscript ? Explain.

VIbfILV e gLrfyfi Vibi dju e fdl idkj di tudijh phgh thrh g \ Te>lb;A

4. Whatis advanced phreseography ? Discuss rules of advanced phreseography.
fo'l'k ofD;k'k D;k ghr g \ fo’k'k olD;k'k d fu;ek o foopuk dift,A
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