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December, 2025 

ASP-01 : SECRETARIAL PRACTICE 

Time : 2 Hours  Maximum Marks : 50 

Note : (i) Attempt any five questions.  

 (ii) All questions carry equal marks. 

1. Highlight the importance of secretarial 

work. Describe the essential qualifications of 

a Secretary. 4+6 

2. Explain the meaning of ‘Practising Company 

Secretary’ in the light of Section 2(2) of the 

Companies Secretaries Act, 1980. Discuss 
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the areas of practice include under 

Companies (Amendment) Act, 1988. 3+7 

3. Explain the role of Secretary in the 

preparation for conducting a meeting. Give a 

specimen of notice of an annual general 

meeting.   5+5 

4. What is meant by amendment ? List the 

general rules regarding amendments. 3+7 

5. Describe the different types of company 

meetings. What is meant by statutory 

meeting and what is its purpose ? 4+6 

6. (a) You are the owner of a retail outlet for 

the readymade garments. Write a letter 

to Messers XYZ, Kolkata placing order 

for the following : 

  (i) 50 pcs baba suits 

  (ii) 100 pcs ladies night gowns 
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  Request them to send the goods as soon 

as possible along with the invoice after 

deducting 5% discount. 5 

 (b) You have supplied the electrical goods 

of the value of ` 10,500 to Messers XYZ, 

Chandni Chowk, Delhi but they have 

not made the payment. Write a dunning 

letter requesting them to make the 

payment immediately. 5 

7. What is meant by a report ? Explain its 

importance. List the main contents of the 

report .   2+3+5 

8. Write short notes on any two of the  

following :  5+5 

 (a) Quorum 

 (b) Publicity materials 

 (c) Postal services 

 (d) Precis writing 
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ASP–01 

Lukrd mikf/k dk;ZØe  

(ch- Mh- ih-) 

l=kar ijh{kk  

fnlEcj] 2025 

,-,l-ih-&01 % lfpoh; dk;Zi¼fr 

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

uksV % (i) fdUgha ik¡p iz'uksa ds mÙkj nhft,A  

 (ii) lHkh iz'uksa ds vad leku gSaA 

1- lfpoh; dk;ks± ds egRo ij izdk'k Mkfy,A lfpo dh 

vko';d ;ksX;rkvksa dk o.kZu dhft,A 4$6 

2- dEiuh lfpo vf/kfu;e] 1980 dh /kkjk 2(2) ds lanHkZ 

esa ^O;olk;h daiuh lfpo* dk vFkZ Li"V dhft,A 

dEiuh lfpo ds fy, dEiuh (la'kks/ku) vf/kfu;e] 

1988 lfgr O;olk; ds {ks=ksa dh O;k[;k dhft,A 3$7 
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3- lHkk ds lapkyu esa lfpo dh Hkwfedk dks Li"V dhft,A 

okf"kZd lk/kkj.k lHkk ds uksfVl dk izk:i Hkh nhft,A 5$5 

4- la'kks/ku dk D;k vFkZ gS \ la'kks/ku ds fo"k; esa lkekU; 

fu;eksa dks lwphc¼ dhft,A 3$7 

5- fofHkUu izdkj dh dEiuh lHkkvksa dk o.kZu dhft,A 

lkafof/kd lHkk dk D;k vFkZ gS vkSj bldk D;k iz;kstu 

gksrk gS \   4$6 

6- (d) vki jsMhesM oL=ksa ds [kqnjk fcØh dsUæ ds Lokeh 

gSaA eSllZ XYZ dksydkrk dks ,d i= fy[kdj] 

fuEufyf[kr oLrqvksa dk vkMZj nhft, % 

  (i) ckck lwVµ50 ux 

  (ii) efgyk ukbV xkmuµ100 ux 

  muls fuosnu dhft, fd os 5% NwV dkVdj chtd 

lkeku ds lkFk tYnh ls tYnh Hkst nsaA 5 

 ([k) vkius esllZ XYZ, pk¡nuh pkSd] fnYyh dks  

` 10,500 ds bysfDVªd lkeku dh vkiwfrZ dh gSA 

mUgksaus mldk Hkqxrku vHkh rd ugha fd;k gSA mudks 

,d rdkns dk i= fy[kdj Hkqxrku rqjUr djus dk 

fuosnu dhft,A 5 
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7- fjiksVZ dk D;k vFkZ gS \ bldk egRo Li"V dhft,A fjiksVZ 

ds eq[; vo;oksa dk mYys[k dhft,A 2$3$5 

8- fuEufyf[kr esa ls fdUgha nks ij laf{kIr fVIif.k;k¡ fyf[k, %

     5$5 

 (d) dksje 

 ([k) izpkj lkexzh 

 (x) Mkd lsok,¡ 

 (?k) izsfll ys[ku 

 

× × × × × 

 

 

 

 

 

 

 

 

 


