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uksV %& izR;sd [k.M ls iwNs x;s iz'uksa ds vad leku gSA izR;sd [k.M dk mÙkj uohu i`"B ls izkjEHk djsaA leLr iz'uksa dks vfuok;Zr%

gy djsaA mÙkj iqfLrdk dh la[;k lkekU;r% 16 i"̀B ls vf/kd u gksA fo|kFkhZ }kjk Lo;a dh gLrfyfi esa mÙkj fy[kuk vfuok;Z

gSA fo|kFkhZ mÙkj iqfLrdk dk izFke ì"B fo'ofo|ky; dh osclkbV www.bubhopal.ac.in ls izkIr djsaA ¼izR;sd iz'u dk mÙkj

lkekU;r% 250 'kCnksa ls vf/kd u gksaA½

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.

1. cSaBds D;k gksrh gSa \ cSBdksa dh fofHkUu izko/kku crkb;sA

What are meeting ? state various provisions of meetings.

What is seareterial assistance ? State secreterical assistance of meetings.

2. vkWfQl fjiksVZ D;k gSa \ vkWfQl fjiksVZ ds fofHkUu izdkj le>kb;sA

What are office reports ? Discuss various categories of Reports.

3. laf{kIrhdj.k D;k gSa \ blds D;k mís'; gSa \

What is precis writing ? What are rates objectives ?

4. bUVjusV ls izkIr gksus okyh lwpuk O;olk; esa dSls mi;ksxh gSa \

How information awailable on internet is useful ?

5. izHkko'kkyh i;Zos{k.k dSls gks ldrk gSa \ le>kb;sA

How effective supervision can be conducted ? Explain.
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