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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 

(c) Dunning letter 

(d) Precis 
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      ASP–01 

Lukrd mikf/ dk;ZØe (ch- Mh- ih-)  

l=kkar ijh{kk 

fnlEcj] 2024 

,-,l-ih-–01 % lfpoh; dk;Zi¼fr 

le; % 2 ?k.Vs     vf/dre vad % 50 

uk sV % fdUgha ik ¡p iz'uksa ds mÙkj nhft,A lHkh iz'uksa ds 

vad leku gSaA  

1- mi;qDr mnkgj.kksa dh lgk;rk ls lfpo dh fofHkUu 

Hkwfedkvksa dk o.kZu dhft,A 10 

2- Hkkjrh; dEiuh vf/fu;e ds varxZr dEiuh lfpo ds 

lkafof/d dk;Z vkSj lkekU; dk;Z D;k gSa \ 10 

3- fofHkUu izdkj dh lHkkvksa dks oxhZÑr dhft,A fdlh 

oS/ lHkk ds fy, vko';d 'krs± D;k gSa \ 2+8 
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4- lHkk esa gLr{ksi dk D;k vFkZ gS \ mu fofHkUu mís';kssa 

dks Li"V dhft, ftuds dkj.k fdlh okn&fookn esa 

gLr{ksi fd;k tk ldrk gSA 2+8 

5- mi;qDr mnkgj.kksa dh lgk;rk ls O;olk; i=k ys[ku 

ds ewy fu;eksa dks Li"V dhft,A 10 

6- (v) vki ekWMuZ cqd fMiks] pkoM+h cktkj] fnYyh ds 

Lokeh gSaA eSllZ eksgu izdk'ku csxe iqy] esjB 

dks ,d i=k fy[kdj dkWelZ esa izdkf'kr mudh 

iqLrdksa dh lwph Hkstus dk vuqjks/ dhft,A 5 

(c) vki b.MfLVª;y e'khujh ,.M dEiuh ds vk;kr 

eSustj gSaA LVsV cSad vkWiQ bafM;k] djksy ckx] 

fnYyh dks ,d i=k fy[kdj bUMfLVª;y e'khujh 

ds vk;kr ds lEcU/ esa eSllZ dslj b.MLVªht 

izQSadiQVZ] teZuh ds i{k esa ;wjks 20]000 dk 

lk[k&i=k tkjh djus dk vuqjks/ dhft,A 5 

7- fjiksVZ dk egRo Li"V dhft,A vPNh fjiksVZ ds D;k 

rRo gSa \   2+8 
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8- fuEufyf[kr esa ls fdUgha nks ij laf{kIr fVIif.k;k¡ 

fyf[k, %   5+5 

(v) lHkk ds fy, uksfVl 

(c) lHkk dk dk;Zo`Ùk 

(l) Mfuax i=k 

(n) la{ksi.k 
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