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 ASP-001  

BACHELOR’S DEGREE PROGRAMME 

Term-End Examination 

June, 2021 

(APPLICATION ORIENTED COURSE) 

ASP-001 : SECRETARIAL PRACTICE 

Time : 2 hours                            Maximum Marks : 50 

  (Weightage : 70%) 

Note :   Attempt any five questions. All questions carry 

equal marks. 

1. How is the Secretary of a government 

department different from the Secretary of an 

association ? Compare the roles and functions of 

the two.  2+8 

2. Describe the role of the Secretary in the 

preparation and conduct of a meeting to ensure 

its success.  10 

3. Distinguish between motion and resolution. 

Discuss different types of resolutions that may be 

passed at the general meeting of a company.  2+8 
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4. ‘‘Office letters are regarded as the silent 

ambassadors of business.’’ Elaborate.  10 

5. You have been appointed as publicity manager of 

a newly launched ‘‘Event Management’’ company. 

How will you proceed to discharge your duty 

effectively ?    10 

6. (a) You are the public relations officer of an 

export house. Write a letter to the Post 

Master General, General Post Office, 

Jaipur for allotting you a telegraphic 

address.    

 (b) Write a letter to the Station Master, New 

Delhi Railway Station about the  

non-delivery of your books parcel to  

M/s Modern Book House, Patna even after 

a month.      5+5 

7. (a) As the Secretary of Residents Welfare 

Association, Saket, New Delhi, Write a 

letter to the Delhi Electric Supply 

Undertaking about frequent load shedding 

in your area.  

(b) In the capacity of Secretary of the NGO, 

‘‘Education for Everybody’’, write a letter to 

the Director of Education, Delhi 

Government for opening a Primary School 

in Sanjay Nagar Colony. 5+5   
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8. Write short notes on any two of the following : 5+5 

(a) Quorum  

(b) Minutes  

(c) Report  

(d) Precis  
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 E.Eg.nr.-001  

ñZmVH$ Cnm{Y H$m`©H«$_ 

gÌm§V narjm 

OyZ,  2021 

 

(ì¶dhma‘ybH$ nmR>çH«$‘) 

E.Eg.nr.-001 : g{Mdr¶ H$m¶©nÕ{V 

g_` : 2 KÊQ>o  A{YH$V_ A§H$ : 50 

 (Hw$b ^ma : 70%) 

ZmoQ> :  {H$Ýht nm±M àíZm| Ho$ CÎma Xr{OE & g^r àíZm| Ho$ A§H$  
g‘mZ h¢ & 

1. gaH$mar {d^mJ H$m g{Md {H$gr g§ñWm Ho$ g{Md go {H$g 
àH$ma {^Þ hmoVm h¡ ? XmoZm| H$s ^y{_H$m Am¡a H$m`m] H$s 
VwbZm H$s{OE &  2+8 

2. {H$gr g^m H$s g\$bVm H$mo gw{ZpíMV H$aZo Ho$ {bE CgH$s 
V¡`mar Am¡a CgHo$ g§MmbZ _| g{Md H$s ^y{_H$m H$m dU©Z 
H$s{OE &   10 

3. àñVmd Am¡a g§H$ën _| {d^oX H$s{OE & CZ {d{^Þ àH$ma Ho$ 
g§H$ënm| H$m {ddoMZ H$s{OE Omo EH$ H$ånZr H$s gmYmaU 
g^m _| nmg {H$`m Om gHo$ &  2+8 
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4. ‘‘ì`mdgm{`H$ nÌ ì`dgm` Ho$ _yH$ amOXÿV _mZo OmVo h¢ &’’ 

ì`m»`m H$s{OE & 10 

5. ‘‘H$m`©H«$_ à~§YZ’’ H$s EH$ ZB© H§$nZr àmaå^ H$s JB© h¡ 

{Og_| Amn àMma à~§YH$ h¢ & AnZo H$V©ì`m| H$m Amn 

à^mdr T>§J go {H$g àH$ma nmbZ H$a|Jo ?  10 

6. (H$) Amn EH$ {Z`m©V-J¥h Ho$ OZ-g§nH©$ A{YH$mar h¢ & 

Amn nmoñQ> _mñQ>a OZab, àYmZ S>mH$ Ka, O`nwa 

H$mo EH$ nÌ {bIH$a Q>obrJ«m{µ\$H$ nVm {ZYm©[aV H$aZo 

H$m AmJ«h H$s{OE &   

(I) ñQ>oeZ AYrjH$, ZB© {X„r aoëdo ñQ>oeZ H$mo EH$ nÌ 

{bIH$a {eH$m`V H$s{OE {H$ Amn Ûmam _¡gg© _m°S>Z© 

~wH$ hmCg, nQ>Zm H$mo ôOm J`m nwñVH$ nmg©b EH$ 

_mh níMmV² ^r Zht nhþ±Mm h¡ &  5+5 

7. (H$) Amdmgr` H$ë`mU g§K, gmHo$V, ZB © {X„r Ho$ g{Md 

H$s h¡{g`V go {X„r {dÚwV ² àXm` CnH«$_ H$mo EH$ nÌ 

{bIH$a AmnHo$ joÌ _| ~ma-~ma bmoS>-eoqS>J ({dÚwV²-

ì`dYmZ) H$s {eH$m`V H$s{OE &   

(I) ‘‘{ejm g~Ho$ {bE’’ Zm_H$ µJ¡a-gaH$mar g§ñWm Ho$ 

g{Md H$s h¡{g`V go {ejm {ZXoeH$, {X„r gaH$ma H$mo 

EH$ nÌ {bIH$a g§O` ZJa H$m°bmoZr _| EH$ àmB_ar 

ñHy$b ImobZo H$m AmJ«h H$s{OE &  5+5 
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8. {ZåZ{b{IV ‘| go {H$Ýht Xmo na g§{jßV {Q>ßn{U¶m±  

{b{IE : 5+5 

(H$) H$moa_  

(I) H$m`©d¥Îm 

(J) [anmoQ>© 

(K) g§jonU 

 

     


