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June, 2026 

ASP-001 : SECRETARIAL PRACTICE 

Time : 2 Hours  Maximum Marks : 50 

Note : (i) Attempt any five questions.  

 (ii) All questions carry equal marks. 

1. Define ‘Company Secretary’ according to the 

Companies Act, 1956 (amended in 1988). 

How is a company secretary appointed and 

what is the procedure of his/her 

removal/dismissal ? 4+3+3 

2. Discuss the rules governing discussion and 

debate in meetings. How can a meeting be 

interrupted ? Explain. 5+5 



 [ 2 ] ASP–001 

B–2328/ASP–001 

3. Highlight the importance of minutes of the 

meetings. Outline the main precautions to 

be taken while drafting the minutes. 5+5 

4. Describe briefly different methods of voting 

in a meeting. What are the general rules for 

voting ?   5+5  

5. What are the general principles kept in view 

while developing publicity material ? 

Describe briefly different forms of publicity 

and public relations. 4+6 

6. (a) Write a letter to the manager, Punjab 

National Bank, Chandni Chowk, Delhi 

regarding the overdrawn account. 5 

(b) You are the secretary of Residents 

Welfare Association, Vivek Vihar, 

Delhi. Write a letter to the general 

manager, Delhi Electricity supply 

undertaking about the problem of load 

shedding in your colony with the 

request to rectify the problem at the 

earliest. 5 
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7. What is a Precis ? Explain the 

characteristics of a good Precis and what are 

the problems in writing a precis ? 2+8  

8. Write short notes on any two of the  

following :  5+5 

(a) Framing of a Notice of a meeting 

(b) Resolution 

(c) Agency Letters 

(d) Report Writing 
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Lukrd mikf/k dk;ZØe  

(ch- Mh- ih-) 

l=kar ijh{kk  

twu] 2026 

,-,l-ih-&001 % lfpoh; dk;Z i¼fr 

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- daiuh vf/kfu;e] 1956 (1988 esa la'kksf/kr) ds vuqlkj 

daiuh lfpo dks ifjHkkf"kr dhft,A daiuh lfpo dh 

fu;qfDr fdl izdkj gksrh gS vkSj mlds 

fu"dkluµc[kkZLrxh dh D;k izfØ;k gS \ 4$3$3 

2- lHkkvksa esa fopkj&foe'kZ vkSj okn&fookn dks fu;fer 

djus ds fu;eksa dh O;k[;k dhft,A fdlh lHkk esa gLr{ksi 

fdl izdkj fd;k tk ldrk gS \ Li"V dhft,A 5$5 
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3- lHkk ds dk;Zo`Ùk ds egRo ij izdk'k Mkfy,A dk;Zo`Ùk 

rS;kj djrs le; viukbZ tkus okyh lko/kkfu;ksa dk mYys[k 

dhft,A   5$5 

4- fdlh lHkk esa ernku dh fofHkUu fof/k;ksa dk laf{kIr 

fooj.k nhft,A ernku ds lkekU; fu;e D;k gSa \ 5$5 

5- izpkj lkexzh rS;kj djrs le; fdu lkekU; fl¼kUrksa dk 

/;ku j[kk tkrk gS \ fofHkUu izpkj lkexzh vkSj tu&laidZ 

fof/k;ksa dk laf{kIr fooj.k nhft,A 4$6 

6- (d) iatkc uS'kuy cSad] pk¡nuh pkSd] fnYyh dks [kkrs esa 

tek jkf'k ls vf/kd jkf'k fudkyus ds fy, i= 

fyf[k,A  5 

([k) vki fuoklh dY;k.k lfefr] foosd fogkj] fnYyh 

ds lfpo gSaA vki fnYyh fo|qr forj.k m|e dks 

,d i= fy[kdj viuh dkWyksuh esa fctyh iwfrZ esa 

O;o/kku ds ckjs esa i= fy[kdj mfpr dne mBkus 

dk fuosnu dhft,A 5 
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7- izsfll dk D;k vFkZ gS \ vPNh izsfll ds xq.kksa dks Li"V 

dhft,A izsfll fy[kus esa dkSu&lh leL;k,¡ vkrh gSa \ 

     2$8 

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

fyf[k, %   5$5 

(d) lHkk dk uksfVl rS;kj djuk 

([k) ladYi 

(x) ,tsalh i= 

(?k) fjiksVZ ys[ku 

× × × × × 

 

 

 

 

 

 

 

 


