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Office Mgt & Science Practice Supervision

[Maximum Marks : Reg. 85
Pvt. 100

ukv & ak;d [kM 1IN x; Tukd vd lelu gh id;d [k.M ok mlkj uotu i'B 1 ikjesk djA lelr i"uk ok vfuok;r%
gy djA mikj iflrdk di B[k Bell;ri 16 §'B 1 vifid u giA fo] P Hik Lo; dh gLrfyfi e mlkj fy [kuk
gh foJiFh mlj ifLrok ok |er I'B fo ofo|ty; di ocltbV www.bubhopal.ac.in I 1llr djA iR;d 1'u dk mUkJ
lell;r 250 *iCnk 1 vikd u gidk

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. cBd D;k gkrt g \ cBdk di fofdu iko/u crib;A

What are meeting ? state various provisions of meetings.

What is seareterial assistance ? State secreterical assistance of meetings.
2. VHQN fjitV D;k g \ VHQI fjilv d folu idkj Te>ib;A

What are office reports ? Discuss various categories of Reports.

3. 1{lirdj.k D;k g \ bld D;k mi*; g \

What is precis writing ? What are rates objectives ?

4. bWVjuv I ir g oyt Tpuk 0;0lk; e dl mi;ixi g \

How information awailable on internet is useful ?

5. oy i50{it d gk Idri g\ Tesib;A

How effective supervision can be conducted ? Explain.
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