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(Practical Course) 
ASP-001 : SECRETARIAL PRACTICE 

Time : 2 Hours     Maximum Marks : 50 

Weightage : 70% 

Note : (i) Attempt any five questions. 

 (ii) All questions carry equal marks.  

1. Who can be appointed as a company secretary ? 
State the statutory and general qualifications of 
a company secretary. 2 + 4 + 4 

2. Explain briefly the powers and duties of 
chairman in the meeting.  5 + 5 

3. Identify different types of company meetings 

and describe briefly the requisites of the 
company meetings.  2 + 8 
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4. Explain different parts of a business letter with 

the help of a suitable example. 10 

5. (a) You run a book store in Chawri Bazar, 

Delhi, Write a letter to M/s. Modern Book 

Publishers, Meerut to send their catalogue 

and identify their terms and conditions. 5 

(b) You have an electronic goods store at 

Karol Bagh, Delhi. Write a complaint to 

M/s. Advanced Cooling Appliances, 

Ahmedabad about two defective air 

conditioners found in their consignment.  5 

6. What is meant by ‘Publicity’ ? Describe 

different forms in which publicity material may 

be addressed to present and perspective 

customers.   2 + 8  

7. (a) You are the secretary of the Residents 

Welfare Association, Neb Sarai. Write a 

letter to the Municipal Corporation for the 

repair the sewage system in your colony. 5  
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(b) You own a manufacturing factory for the 
office furniture. In this connection, you 

want to import machinery from China. 
Write a letter to the Chief Controller of 
Imports, New Delhi for issuing necessary 
permission for the same.  5 

8. Write short notes on any two of the  
following :  5 + 5 

(a) Agenda 

(b) Postal Services  

(c) Importance of Reports  

(d) Characteristics of a good precis  
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      ASP-001 

Lukrd mikf/ dk;ZØe 

(ch- Mh- ih-) 

l=kkar ijh{kk 

fnlEcj] 2020 
(O;ogkjewyd ikB~;Øe) 

,-,l-ih--001 % lfpoh; dk;Zi¼fr 

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

Hkkfjrk % 70% 

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

 (ii) lHkh iz'uksa ds vad leku gSaA  

1- daiuh lfpo ds in ij fdldh fu;qfDr gks ldrh 

gS\ daiuh lfpo dh lkafof/d vkSj lkekU; ;ksX;rkvksa 

dh O;k[;k dhft,A 2 + 4 + 4 

2- lHkk ds vè;{k ds vf/dkjksa vkSj dÙkZO;ksa dk laf{kIr 

o.kZu dhft,A 5 + 5 
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3- daiuh dh fofHkUu izdkj dh lHkkvksa dks bafxr 

dhft,A daiuh dh lHkkvksa ds vko';d y{k.kksa dk 

o.kZu dhft,A 2 + 8 

4- O;kolkf;d i=k ds fofHkUu Hkkxksa dk mi;qDr mnkgj.k 

dh lgk;rk ls o.kZu dhft,A  10 

5- (d)  vkidk pkoM+h cktkj] fnYyh esa cqd LVksj gSA 

eSllZ ekWMuZ cqd ifCy'klZ] esjB dks ,d i=k 

fy[kdj lwphi=k o O;kikj dh 'krks± dk fooj.k 

Hkstus dk vkxzg dhft,A  5 

([k)  vkidk djksy ckx] fnYyh esa bysDVªkWfud 

lkeku dk O;olk; gSA eSllZ ,MokaLM dwfyax 

viyk;alst] vgenkckn dks ,d f'kdk;rh i=k 

fy[kdj lwfpr dhft, fd muds }kjk Hksts x;s 

lkeku esa nks ,;j&daMh'kuj [kjkc ik;s x;s gSaA  

5 

6- izpkj dk D;k vFkZ gS\ mu fofHkUu :iksa dk o.kZu 

dhft, ftuds }kjk orZeku ,oa Hkkoh xzkgdksa dks 

lEcksf/r fd;k tk ldsA 2 + 8 



 [ 6 ] ASP-001 

   

7- (d)  vki vkoklh; dY;k.k lfefr] usc ljk; ds 

lfpo gSaA uxj fuxe dks ,d i=k fy[kdj 

viuh dkyksuh eas lhost iz.kkyh dh ejEer dk 

vkxzg dhft,A 5 

([k)  vkidh vkWfiQl iQuhZpj fuekZ.k dh ,d iQSDVªh 

gSA blds fy, vki phu ls e'khujh vk;kr 

djuk pkgrs gSaA eq[; vk;kr fu;a=kd] ubZ 

fnYyh dks ,d i=k fy[kdj blds fy, 

vko';d vk;kr ykblsal tkjh djus dk vkxzg 

dhft,A  5 

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

fyf[k, %   5 + 5 

(d)  dk;Zlwph 

([k)  Mkd lsok,¡ 

(x)  fjiksVks± dk egRo 

(?k)  vPNs la{ksi.k ds y{k.k  
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