
1. Evaluate : 796 x 796 - 204 x 204. 

SECTION-A 

All questions are compulsory. 

(Contd.) 

[Maximum Marks-SO 

Paper-I 

Time Allowed-3 Hours] 

Exam. Code : 111603 
Subject Code: 3348 

Bachelor of Vocation (Management & Secretarial 
Practices) 3rd Semester 

ANALYTICAL STUDY-QUANTITATIVE APTITUDE 
AND REASONING 

3 4 8 9 
2. Arrange the fractions 5, 7, 9 and 11 in their descending 

order. 

1600(2118)/DAG-7012 I 
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3. 38% of 341 =? 

4. If 7 : x = 17.5 : 22.5. Find value of x. 

5. Find sq. root of .J49 =?. 

6. Express 4% as a fraction. 
7. Which of following number is divisible by 3 : 

(a) 541326 (b) 5967013 
8. Find S.P. when C.P. = 80.40 Rs., Gain = 15%. 
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MANAGEMENT INFORMATION SYSTEM 

Exam. Code : 111603 
Subject Code : 3349 

Bachelor of Vocation (Management & Secretarial Practices) 
3rd Semester 

(Contd.) 

(10XJ=J0) 

Paper-II 

Time Allowed-Three Hours] [Maximum Marks-SO 
Note :- (1) Section A is compulsory . 

. (2) Attempt any TEN questions from Section B. 
(3) Attempt any FOUR questions from Section C. 

1. (a) Differentiate Information from Knowledge. 
(b) What is MIS? 
(c) What is Expert System ? 
(d) Define the term M-Commerce. 
(e) What is Tactical Infonnation ? 
(f) What is On-line Infonnation Access ? 
(g) What is the concept of System ? Give example. (h) What is empirical system ? 
(i) What is Office Automation Software ? 
G) What is Transaction Processing ? 

SECTION-A 

1601(2118)/DAG-7013 1 
0 � � f� �«lct>I� 
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SECTION-A 

B � �'ES & OFFICE CORRESPONDENCE 

Paper-III 

(Contd.) 

[Maximum Marks-50 

1 

Time Allowed-Three Hours] 

1602(2118)/DAG-7014 

Note :-ALL questions are compulsory. Each question 
carries 1 mark. 

Exam. Code : 111603 
Subject Code : 3350 

Bachelor of Vocation (Management & Secretarial Practices) 
3rd Semester 

1. What is Office Correspondence ? 

, 2. Explain the term E-mail. 

3. Why is Letter of Recommendation written ? 

What is meant by a complaint letter ? 

What is a goodwill letter ? 

6. 'hat is a Notice ? 

7. What is a Brochure ? 

8. Explain the term Feasibility Report. 

9. Explain Direct Mailing Advertising. 

10. Why is an interview conducted by a company ? 
lOxl=lO 
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100 2 1602(2118)/DAG-7014 

SECTION-B 
Note :-Attempt TEN questions from the following. 
1. Explain the function of Business Correspondence. 
2. Write two principles of effective E-mail Writing. 
3. Why are letters under Right to Information Act written 

in the field of Business ? 
4. What is meant by Sales Letter ? 
5. Define Export correspondence. 
6. nder what circumstances is Letter of Termination 

written? 
7. What is the role of Staff suggestions in offi e 

correspondence ? 
8. What is meant by minutes and agenda of mee · 
9. What is the importance of Press Conference . 
10. Importance of Customer Relations in Busine . 
11. Write two important points one should keep in 

while delivering a speech. 
12. What is Classified Advertising ? 1 Ox2=20 

SECTION-C 
Note :-Attempt FOUR questions from the following. 
1. Write the principles of effective Letter Writing. 
2. Draft an office circular informing all the employees 

about the medical check-up camp. You can imagine 
the details. 

3. Discuss different forms of Business Letters. 
4. Explain the kinds of Report. 
5. What is a memorandum? Explain the importance of 

memorandum in office correspondence. 4x5=20 
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ACCOUNTANCY 

E am. Code : 111603 
Subject Code: 3351 

Bachelor of Vocation (Management & Secretarial 
Practices) 3rd Semester 

(Contd.) 

[Maximum Marks-50 

1 

Paper-IV 

SECTION-A 

� lfm ft� '_i-R\Q>ld'1 

��'1nN 

Time Allowed-3 Hours] 

Attempt ALL questions. 1 xIO=lO 
1. Define Assets. 

2. Bad Debts. 

3. Closing Stock. 

4. Meaning of Ratio. 

5. Comment on acconting as a profession. 
6. Accrued Income. 

7. Need of Balance Sheet. 

8. MIS. 

9. Tailor made accounting system. 
10. AIS. 

1603(2118)/DAG-7015 
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