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4. last different kinds of company meetings.
No. of Printed Pages : 7 ASP-1

Discuss any two in detail. 3+7
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5. Explain the basic principles of correspondence.

Illustrate your answer with suitable examples.
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ASP-1: SECRETARIAL PRACTICE

10

6. (a) Write a letter to messers XYZ, Sadar

_ _ Bazar, Delhi for sending the quotations of
Time : 2 Hours Maximum Marks : 50

the readymade garments for ladies. 5
Note : (i) Attempt any five questions.

(b) Write a letter to the Superintendent,
(it) All questions carry equal marks.

Railway Parcel section, New Delhi station,

) ) g New Delhi making a complaint about the
1. Discuss essential qualifications of a secretary.

) i ) L non-delivery of the parcel of the books you
Describe his/her role in an organisation. 5+5

sent on June 18, 2019 to Messers Modern

: . o N
2. What is meant by a meeting ? Discuss the Book House, University Road, Allahabad.

requisites of a valid meeting and the rules
governing them. 2+4+4
7. You have been appointed the publicity manager

3. What is the importance of minutes of a of a newly established event management

meeting ? Describe briefly the points to be company. Describe various steps you will take

followed while drafting the minutes. 2+8 in popularising your company. 10

P.T.O.
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8. Distinguish between the following : 5+5 ASP-1
(a) Motion and Resolution

HTdeh 3UTi hidshA (&, €. ul.)

(b) Money Order and Postal Order

9. Write short notes on any two of the following : SEIGRRTitRN)

5+5

fea@r. 2021
TUHU-1 ;: Gfeea wrEdugtd

(a) Position of a company secretary
(b) Role of the chairman of a meeting
(¢) Telegraphic communications

gag : 2 o2 SIfeaRad 37F : 50
(d) Office reports

TS : () fH=l urer 9991 & 3 U

Gi) Gt g & 3FF GHA B

1. gfeaa %1 oTEvds ATl i ARl HifsU|

foret weT o SWRT 9feht &1 IUiF HifSwl

545
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. G w o Y 7 2 9y 9w & fou ofevas

Irdl &1 99w 3R Gatyd W g
Ellgid 2+4+4

. 9 % SPEad & & TEd ¢ ? ®Ead TR

FW T A a1 &1 I W@ SavaF © 7

e guiq Hifsu] 2+8

. &Y wmt guet & fafv= yer w1 geiEs

mifsul 371 9 fe=l @t & fawa =men
TS| 347

. U3 FOER % Hd 99 &1 AR Sifswl 379H

3T k! 3fad SR B YT SifSe| 10

o~ La}

() U9 XYZ, 9 9ok, foocl. &l & 93

fa@sy 379 EHeE 99 $1 "9 g9l

USH R 3TMUE HITU| 5
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(@) 3refiers Wd uda @ue, T2 feoelt ©yM,

T foocfl, &1 s w3 famsx Reema
HIfST fof 39 &/ SH 18, 2019 &1 AHE
Aied 9 BRY. Iafdd U, saeER i
S T G| HT UHA AWt dw TR

Te Bl 5

7. &l Frafs @ T2 i sa= TS S

% JOR TS ® ®9 § &I T Tl Y HUA

F! gfag FH P T FE-9 3T F 2 10

frefafad § 3R TI= Sifsu . 5+5

() F&E ddl Hehed

(@) THeEt o gRed 3Tee
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9. Frafafaa & ¥ &=l at w dfera femforal
fafau 5+5

(%) &9 afea w1 frafq
(@) G & AT h TR
() R F9R Gard

(9) HEEg e

ASP-1



