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(APPLICATION ORIENTED COURSE)
ASP-001 : SECRETARIAL PRACTICE

Time : 2 hours Maximum Marks : 50
.ot (Weightage : 70%)
Note : (i) Attempt any five questions.
(1) All questions carry equal marks.

1.  What is meant by a private secretary ? What are
his/her expected qualifications ? Also explain
briefly his/her duties. 2+4+4

2.  Describe the formalities involved in preparation 6+4
and conducting of a company meeting. Also give
the specimen of a notice of a meeting of Board of
Directors.

3. Explain the basic principles of correspondence. 10

4. (a) You are the marketing representative of a 5+5
company ABC, Faridabad, which is
manufacturing electronic goods. Messers
XYZ, New Delhi was requested you to send
the catalogue and your terms and conditions
for the supply of goods. Write a letter to
them for the purpose.
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(b) You have opened a showroom of electronic
items in New Delhi. Write a letter to Messers
XYZ, Bangalore requesting to appoint you
the sole distributors of their products in
Delhi NCR.

5.  Describe briefly the various types of postal services 10
offered by postal departments in India.

6. You are the secretary of the Resident Welfare 10
Association, Saket, South Delhi. Write a letter to
the General Manager, Delhi Electric Supply
Undertaking (DESU) complaining about the
frequent load shedding in your area and request
to rectify them.

7.  “Report writing requires not only the ability to 10
communicate but also the ability to present the
facts in a right manner.” Elaborate.

8.  Write short notes on any two of the following: 5+5
(@) Quorum

(b) Minutes
(c) Publicity
(d) Precis
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T : (i) fomdl aier 399 & I Rafkau
(i) T Fe 9 & 7% qurT &1

1. st afaa @ s aed ® 2 9t enifka drgand s
T2 WO A Soor@ HIfU qen 3UF HdA o g
) , 2+4+4

2.  HEE ® G TS FA % AU oavas dafEl 6+4
3R sTavgwaed @ auviq wifvwl FRyw ded ®
N H F fou sTavas few w1 T )

3. Hauigs v fa@a & 7@ frami & auiF sifsw 10

4. (a) Y FASI® WA Fwia $99 ABC, 5+5
wigere & foqum wfafafa €1 aed xyz,
7 fooeht 3§ o foraar e gEiv A5 o
UM i ATYfd 1 wat I forem 1 Sy
T ?1 o9 54 Heof # S} ww = fafau)

(b) &7 ¥ ool # soieRife 9ME W wWen
et {1 AEH XYZ, F1ER 6 TF 99 feraent
feeelt Torurt & # 7% 9mE # syfd %

o 39 & foaae I o1 STy wifsg|
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5. YR ¥ % @Fi gl YSH & 9A arelt fafi= s 248

Faraii 1 ditra auie s

6. 3N SMEATHT Hedrl TEl, TRhd, SfEon faeehl, &
afaa &) el sAfEs IR ST (DESU) %
I AR A o forga et ¥ faga qw |
Y1 A 9 I 1 gU S & GUR & ford Sfea
FHEaR! H1 R FifC) |

7. “fid d@T @ Fen ¢ foud fau =1 Faa =8t
sifirafaa eavas € Sfce a=di i 3% @ | T
HW H Argar off SIEd R )'' =Ee &if |

8. frefafad A @ faedl @ W Gt feuforl fafaw
(a) A
(b) e
(c) &R
(d) &9

ASP-001 4

10

10

5+5



	Page 1
	Page 2
	Page 3
	Page 4

