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ASP-01 : SECRETARIAL PRACTICE

Time : 2 Hours Maximum Marks : 50

Note : Attempt any five questions. All questions

carry equal marks.

1. Explain different roles of a secretary, giving

suitable examples. 10

2. What are the statutory duties and general
duties of the company secretary under the

Indian Companies Act ? 10

3. Classify different types of meetings. What are

the requisites for a valid meeting ? 2+8
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4. What is meant by interruption of a meeting ?
Expain different purposes for which the debate

can be interrupted. 2+8

5. Discuss basic principles of writing a business

letter, giving appropriate example. 10

6. (a) You are the owner of Modern Book Depot,
Chawri Bazaar, Delhi. Write a letter to
Messers Mohan Publishers, Begam Pul,
Meerut requesting them to send the
catalogue of their books published in the

field of Commerce. 5

(b) You are the import manager of Messers
Industrial Machinery and Company. Write
a letter to the State Bank of India, Karol
Bagh, Delhi requesting them to issue a
letter of credit for an amount of Euro
20,000 only in favour of Messers Kesar
Industries, Frankfurt, @ Germany in
connection with the import of industrial

machinery. 5
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7. Explain the importance of a report. What are

the essentials of a good report ? 2+8

8. Write short notes on any two of the following :
5+5
(a) Notice for a meeting
(b) Minutes of a meeting
(¢) Dunning letter

(d) Precis
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ek SUTY Shieishd (. 1. ot )
LI E)
faamsT, 2024
TUAU-01 : Gioda swrEiugia

gag ;2 U2 FIFTH AHF : 50

Tz : fHET TT TeA # I W g 7oA F

7% T &)

1. SYgH IO hi WeEd § dfed &t fafv=
JfeRtsT 1 FUH i) 10

2. R huAr srfufTag & idvia el 9fed &

Tifafies e IR 9E ®F = © 2 10

3. fafy= 9&R &1 gweti i arfiga wifew) fed

Ay g & fow stEvas d ® T ? 2+8
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qu o 9T w1 o o1k 7 2 39 fafte seva

H TR Hifve S SR fedt ag-faarg o

TN fRar s gkdr 21 2+8

39gE 3EEON ] HSTFdl § TG U A

% o e & T i) 10

(7)o #ied g% fedl, e anR, Koot &
@ ¥ THE oA YhRH oUW, TS

Hl Th T faeey wmd d§ g S

q&iehi hi §el ASH 1 FAJUY hHiS@l 5

(9) 39 SFZIA AR TUE SOl & ST
TSR B Ve A% A% sfed, wia «m,
feeet =t T T faER sefgaa weid
% M & Y § H9E hE SUSES
hehthd, WU % UE W U 20,000
HRE-T3 SR kT kT AU hifSIq| 5

7. TR &1 wed W= wifsul =3t fud & &=

T 2 ? 248
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8. ffafaa & @ f&=l &t W wfua fewfomt
fafem - 5+5

(31) g & fau Aifeq

(9) AT T e
(%) sfm o=

(3) Heaoy
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