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ASP-001 : SECRETARIAL PRACTICE

Time : 2 Hours Maximum Marks : 50
Weightage : 70%

Note : (i) Attempt any five questions.

(it) All questions carry equal marks.

1. Who can be appointed as a company secretary ?
State the statutory and general qualifications of

a company secretary. 2+4+4

2. Explain briefly the powers and duties of

chairman in the meeting. 5+5

3. Identify different types of company meetings
and describe briefly the requisites of the

company meetings. 2+8
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4. Explain different parts of a business letter with

7.

the help of a suitable example. 10

(a) You run a book store in Chawri Bazar,
Delhi, Write a letter to M/s. Modern Book
Publishers, Meerut to send their catalogue

and identify their terms and conditions. 5

(b) You have an electronic goods store at
Karol Bagh, Delhi. Write a complaint to
M/s. Advanced Cooling Appliances,
Ahmedabad about two defective air

conditioners found in their consignment. 5

What i1s meant by ‘Publicity’ ? Describe
different forms in which publicity material may
be addressed to present and perspective

customers. 2+ 8

(a) You are the secretary of the Residents
Welfare Association, Neb Sarai. Write a
letter to the Municipal Corporation for the

repair the sewage system in your colony. 5
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(b) You own a manufacturing factory for the
office furniture. In this connection, you
want to import machinery from China.
Write a letter to the Chief Controller of
Imports, New Delhi for issuing necessary

permission for the same. 5
Write short notes on any two of the
following : 5+5
(a) Agenda
(b) Postal Services
(¢) Importance of Reports

(d) Characteristics of a good precis

P.T.O.
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iz :() Tl urar 99 = S| s
(i) G T & Ak FHH B
. &o 9¥a & 9§ W frasw! fgfa 8wl
2?2 HUH |iEe 1 Hifaties R qEE drgare

H AT HifST| 2+4+4

2. GOl ® A ® SAUGR IR A T G

Ui HifSIq| 5+5
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3. &ot & faf= wRR wt gust & 3f.
HIfTT| HIAT kI AT & TAIIH AYU I

Ui HifSq| 2+8
4. EHT® T & fafT= 9 1 ITgE 33
H el 9 gUiF hifsq| 10

5. (%) MUH =Ee INR, Koot # g WR

igd Hied g% ufsewd, e W TH U
fer@eny Hus 9 AR ST ¥al ol faexo

TS 1 AWE HITST| 5

(@) A9 &UA o, ool ® s

gEE H FIdE 71 HEE Tedite Hfem

AYATTES, STEHSEE i Uesh FpmEdl I3
Ty gfem &g ff 37 g1 9 T
HHA ¥ S TR-FHEYR G« 98 T g

5

6. TIR w1 w1 AL 27 39 faft= w9 &1 ool
mife fS% g Id9\ T 9Et WESl i
gt foman < 9ehl 2+8

P.T.O.
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7. (F) AU AEME wHedw HHd, 9 WE &
gfaa & TR frm Rt @ faeas

STqT ShIetT | oSl JuTelt i HOHd

HWE TS 5

(@) el AFE w=L oo &1 T wEg
21 zH% fau oy =W 9 Wi e

FE WEd g g oW T, T

et 1 T @ famer zEe fou

SHlARYeh  H[HId (’1|$H.H ST S R 3TE

SIS 5
8. frfafed & ¥ fosf 37 W e femforr
fafeT 5+5
(%) g
(@) = Harg
(1) TRl &1 7T

(9) 3T=3 WYY &h &I
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