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1. Draft a letter calling candidates for interview. Mention date and time for 
interview and rate of a TA to be paid to each candidate. 10 

2. Demonstrate the following procedure : (any one) 10 

(a) Prepare appointment schedule of visitors. 

(b) Prepare a file. 
3. Practical File/Student’s Portfolio. 10 
4. Viva voce. 10 

 
 
 

 
————×———— 
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1. Prepare an Accounting Voucher. 10 

(As per examiners choice) 
  

2. Prepare a cash receipt. 10 
(As per examiner’s choice) 

3. Practical File/Student’s Portfolio. 10 

4. Viva voce. 10 

 
 
 

 
————×———— 

 


