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June, 2025 

ASP-01 : SECRETARIAL PRACTICE 

Time : 2 Hours  Maximum Marks : 50 

Note : Attempt any five questions. All questions 

carry equal marks. 

1. Define the term ‘Company Secretary’ as per 

the Company Secretaries Act, 1980. List the 

areas of practice specified in the Act for a 

practising company secretary. 2+8 

2. Who is a chairman of a meeting ? Explain 

the powers of the chairman. 2+8 
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3. What is meant by an amendment ? How can 

an amendment be brought to an original 

motion ? List the general rules that should 

be adhered to while dealing with an 

amendment. 2+3+5  

4. Explain the meaning and importance of the 

minutes of a meeting. Outline the 

precautions to be followed while drafting the 

minutes.   2+8 

5. (a) You are the Company Secretary of 

Messers XYZ. Prepare a specimen of 

notice for the annual general meeting of 

the company. 5 

 (b) You are the Secretary of a company 

Hightech Private Ltd. Prepare a 

specimen notice and agenda of the first 

board meeting. 5 

6. Taking an appropriate example, describe 

arrangement of different parts of a business 

letter.   10 
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7. What is a précis ? Explain the 

characteristics of a good précis. What are 

the problems faced in writing a précis ? 

      2+4+4 

8. Write short notes on any two of the  

following :  5+5 

 (a) Importance of Secretarial works 

 (b) Resolution 

 (c) Proxy 

 (d) Office report 
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Lukrd mikf/k dk;ZØe  

(ch- Mh- ih-) 

l=kar ijh{kk  

twu] 2025 

,- ,l- ih-&01 % lfpoh; dk;Zi¼fr 

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

uksV % fdUgha ik¡p iz'uksa dk mÙkj nhft,A lHkh iz'uksa ds vad 

leku gSaA 

1- dEiuh lfpo vf/kfu;e] 1980 ds vuqlkj ^dEiuh 

lfpo* dks ifjHkkf"kr dhft,A O;olk;h dEiuh lfpo ds 

fy, vf/kfu;e esa fu/kkZfjr dk;Z{ks=ksa dks lwphc¼ dhft,A 

     2$8 
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2- lHkk dk v/;{k dkSu gksrk gS \ v/;{k ds vf/kdkjksa dk 

o.kZu dhft,A  2$8 

3- la'kks/ku dk D;k vFkZ gS \ ewy izLrko esa la'kks/ku fdl 

izdkj izLrkfor fd;k tk ldrk gS \ la'kks/ku ls fuiVus ds 

fy, vko';d fu;eksa dks lwphc¼ dhft,A 2$3$5 

4- lHkk ds dk;Zo`Ùk ds vFkZ vkSj egÙo dks Li"V dhft,A 

dk;Zo`Ùk rS;kj djrs gq, vko';d lko/kkfu;ksa dk o.kZu 

dhft,A   2$8 

5- (d) vki eSllZ XYZ ds dEiuh lfpo gSaA dEiuh dh 

okf"kZd lk/kkj.k lHkk ds fy, uksfVl dk ,d izk:i 

rS;kj dhft,A 5 

 ([k) vki gkbZVsd izkbosV fyfeVsM dEiuh ds lfpo gSaA 

cksMZ dh izFke lHkk ds fy, uewuk uksfVl vkSj 

dk;Zlwph rS;kj dhft,A 5 

6- mi;qDr mnkgj.k dh lgk;rk ls fdlh O;kolkf;d i= esa 

fofHkUu Hkkxksa dh O;oLFkk dks Li"V dhft,A 10 
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7- la{ksi.k D;k gS \ vPNs la{ksi.k ds y{k.k D;k gSa \ la{ksi.k 

fy[kus esa dkSu&lh dfBukb;k¡ vkrh gSa \ 2$4$4 

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

fyf[k, %   5$5 

 (d) lfpoh; dk;ks± dk egÙo 

 ([k) ladYi 

 (x) izkWDlh 

 (?k) dk;kZy; fjiksVZ 

× × × × × 

 

 

 

 

 

 

 

 

 

 

 


