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 ASP-001  

BACHELOR’S DEGREE PROGRAMME 

Term-End Examination 

June, 2022 

(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. Describe the administrative and advisory 

functions of the secretary of a government 

department. 5+5 

2. What is the role of the secretary in the 

preparation and conduct of a valid meeting ? Also 

describe his/her duties after the meeting.  4+4+2 

3. Describe the requisites of company meetings. 

What is the procedure of voting in company 

meetings ?  8+2 

No. of Printed Pages : 6 
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4. With the help of a suitable example, explain 

different components of a business letter.  10 

5. (a) Write a letter to the Manager, Punjab 

National Bank, Chandni Chowk, Delhi, 

requesting them to issue a ‘Letter of Credit’ 

for US dollars 15,000 in connection with 

the import of industrial machinery from 

Messers XYZ, New Jersey, United States of 

America.    

 (b) You are the Secretary of the Residents 

Welfare Association, Saket. Write a letter 

to the Municipal Corporation, South Delhi 

for improving sanitation conditions in your 

locality.      5+5 

6. Explain the meaning and importance of reports 

in the functioning of an organisation. What are 

the essentials of a good report ?      2+4+4 

7. What is a précis ? What are its characteristics ? 

With the help of a suitable example, explain the 

method of writing a good précis.     2+4+4  

8. Distinguish between the following : 5+5 

(a) Annual General Meeting and Extraordinary 

General Meeting  

(b) Publicity and Advertisement   
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9. Write short notes on any two of the following : 5+5 

(a) Quorum  

(b) Minutes  

(c) Postal Services   

(d) Dunning Letter   
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 E.Eg.nr.-001  

ñZmVH$ Cnm{Y H$m`©H«$_ 

gÌm§V narjm 

OyZ, 2022 

 

(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$b H$m : 70%) 

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

g‘mZ h¢ & 

1. gaH$mar {d^mJ Ho$ g{Md Ho$ àemg{ZH$ Ed§ gbmhH$mar 

H$m`m] H$m dU©Z H$s{OE &   5+5 

2. {H$gr d¡Y g^m H$s V¡`mar Am¡a CgH$mo Am`mo{OV H$amZo _| 

g{Md H$s Š`m ^y{_H$m h¡ ? CgHo$ g^m Ho$ ~mX Ho$ H$m`m] 

H$m ^r dU©Z> H$s{OE & 4+4+2 

3. H$ånZr H$s g^mAm| Ho$ Amdí`H$ bjUm| H$m dU©Z  

H$s{OE & H$ånZr H$s g^mAm| _| _VXmZ H$s Š`m H$m`©{d{Y 

h¡ ?   8+2 
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4. C{MV CXmhaU H$s ghm`Vm go, ì`mdgm{`H$ nÌ Ho$ {d{^Þ 

Ad`dm| (IÊS>m|) H$s ì`m»`m H$s{OE &  10 

5. (H$) _¡ZoOa, n§Om~ Z¡eZb ~¢H$, Mm±XZr Mm¡H$, {Xëbr H$mo 

EH$ nÌ {bIH$a A_arH$s S>m°ba 15,000 H$m ‘boQ>a 

Am°\$ H«o${S>Q>’ Omar H$aZo H$s àmW©Zm H$s{OE {OgH$m 

g§~§Y _ogg© XYZ, Ý`y Ogu, g§`wº$ amÁ` A_o[aH$m 

go Am¡Úmo{JH$ _erZar H$m Am`mV H$aZo Ho$ {bE 

{H$`m OmZm h¡ &  

(I) Amn ao{OS>|Q> dob\o$`a Egmo{gEeZ, gmHo$V Ho$ g{Md  

h¢ & Amn ZJa {ZJ_, X{jU {Xëbr, H$mo EH$ nÌ 

{bIH$a AnZr H$m°bmoZr _| g\$mB© H$s pñW{V _| gwYma 

bmZo H$m AmJ«h H$s{OE &  5+5 

6. {H$gr g§JR>Z Ho$ g§MmbZ _| [anmoQ>m] Ho$ AW© VWm _hÎd H$s 

ì`m»`m H$s{OE & AÀN>r [anmoQ>© Ho$ à_wI VÎd Š`m h¢ ?   2+4+4 

7. g§jonU Š`m h¡ ? BgHo$ Š`m bjU h¢ ? C{MV CXmhaU  

H$s ghm`Vm go, AÀN>o g§jonU {bIZo H$s {d{Y ñnîQ> 

H$s{OE &  2+4+4 

8. {ZåZ{b{IV ‘| AÝVa ñnîQ> H$s{OE : 5+5 

(H$) dm{f©H$ gm_mÝ` g^m Am¡a Agm_mÝ` gmYmaU g^m   

(I) àMma Am¡a {dkmnZ  
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9. {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) S>mH$ godmE± 

(K) VH$mXo Ho$ nÌ 

 

     


