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ASP-001 : SECRETARIAL PRACTICE
Time : 2 hours Maximum Marks : 50

(Weightage : 70%)

Note : Attempt any five questions. All questions carry equal

marks.

“A private secretary is supposed to be an all 19
rounder.” Explain the duties of Private Secretary.

Explain legal position of a company secretary.
Describe his statutory and general duties. 4+3+3

What is the significance of minutes of meeting ?
Describe briefly drafting of the minutes of
meeting. 24246

Explain the role of Chairman and his powers and 6+4
duties.

What are the necessary principles of a business 5+5
letter ? Outline ten commandments of a good
business letter.
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6. (a) You are an exporter of ladies and children 5+5
garments. Write a letter to M/S XYZ,
Allahabad requesting for sending their
catalogue, price list and terms and
conditions for the supply of goods.

(b) Write a complaint to the Superintendent,
Railway Parcel Section, New Delhi station
~ about the non-delivery of your parcel sent

to M/S XYZ, Kolkata.

7. You Plan to open an “Event Management” 10
Company. Describe how as a Manager of the
company you will publicise it using various
methods of publicity.

8.  Write short notes on any two of the following:  5+5
(a) Secretary of a Government Department
(b) Resolution
(c) Use of Postal Services
(d) Report Writing
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1. “Feiafadmwm oA S FawRagfmdl’ 10
frsit afaa & sd=dl &1 9u[ Hifsg |

2. weE wiag @ Suife Rl we St saE
wifafas aen g fSafEl <1 quia fifsa) 4+3+3

3. W % wrEad W 9 e 2 9 ¥ Seg #
TR FH F1 Wi quiF e 2+2+6

4. JAY F Yfaw R uF AYFR T FdA AT 6+4
FifSQ)
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6. (a) T Afgensil ao s=al & @ & s §1 5+5

Y XYZ, TORERE & TH T4 g 319 gt
T4, Tod YA a9 AR hl Al H FTHBK
e 1 g w |

(b) e, W THA AIuM, ¥ feeelt A @
ferepraa o= ford o6 amush gro s T arde
3ft a AEE XYZ, Horhal o et o &
foem

7. N TH ‘T8 (TN -Yaud " HE g wE s 10
W T Y ThH FE & Jo4h & ®9 § YJOR &
fafy= faftal g0 59 =R f59 yor 3 ?

8. Trafafaa # § frdl & W dftra fewuforl fafae : 545
(@) T fawm = wfea
(b) WwE
(c) < Qe &y
(d) e orew
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