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ASP-01 : SECRETARIAL PRACTICE

Time : 2 Hours  Maximum Marks : 50

Note : Attempt any five questions. All questions carry

equal marks.

1. How is secretary of a government department

appointed? Discuss his/her administrative and

advisory functions. 5 + 5

2. What are the statutory qualifications that a company

secretary must possess ? How is his/her

appointment made ? 8 + 2

3. Describe the duties of a secretary before and after

the meeting. 10

4. (a) Write a letter to messers modern pottery

House, 40 main road, Kolkata regarding the

receipt of two broken tea sets received in the

consignment sent by them and request to

adjust the amount in the next bill.

(b) Write a letter to the manager, Bank of India,

Nehru Place for issuing a letter of credit in

favour of XYZ, Frankfurt, Germany for Euro

10,000 in correction with the import of

industrial machinery. 5 + 5

5. You have been appointed public relations manager

by an event management company. Explain how

will you proceed to publicise the company’s

activities. 10

6. Explain general guidelines for preparing a report.

Give an illustration of the market survey report

prepared by the marketing manager for the company

dealing in the manufacture of ladies garments.

5 + 5

7. What is meant by precis ? Describe the

characteristics of a good precis. 2 + 8

8. Write short notes on any two of the following :

5+5

(a) Motion

(b) Postal remittance services.

(c) Methods of voting in a meeting.

(d) Dunning Letter.
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Lukrd mikf/k dk;ZØe (chMhih)

l=kar ijh{kk

twu] 2024

,-,l-ih--01 : lfpoh; dk;Z i¼fr

le; : 2 ?k.Vs vf/kdre vad : 50

uksV % fdUgha ik¡p iz'uksa ds mÙkj nhft,A lHkh iz'uksa ds vad

leku gSA

1. ljdkjh foHkkx ds lfpo dh fu;qfDr fdl izdkj dh tkrh

gS\ mlds iz'kklfud vkSj lykgdkjh dk;ks± dk foospu

dhft,A 5 + 5

2. dEiuh lfpo ds fy, lkafof/kd ;ksX;rk,¡ D;k g®\ mldh

fu;qfDr fdl izdkj dh tkrh gS \ 8 + 2

3. lHkk ls igys vkSj mlds ckn lfpo ds dk;ks± dk o.kZu

dhft,A 10

4. (d) eSllZ ekWMZu ikWVjh gkml] 40 esu jksM] dksydkrk dks

,d i= fy[kdj f'kdk;r dhft, fd muds }kjk Hksts

x;s eky esa nks Vh lsV VwVs gq, feys vkSj muls fuosnu

dhft, fd buds ewY; dk lek;kstu vxys fcy esa

djsaA

([k) eSustj] c®d vkWQ bf.M;k] usg: Iysl dks ,d i=

fy[kdj XYZ, ÝSadQVZ] teZuh ds i{k esa ;wjks 10,000

dk lk[k i= tkjh djus dk fuosnu dhft, tks vkS|ksfxd

e'khujh ds vk;kr ds lEcU/k esa gSA 5 + 5

5. vkidh fu;qfDr fdlh vk;kstu izcU/ku dEiuh ds tu&lEidZ

eSustj ds :i esa gqbZ gSA vki ml dEiuh ds dk;ks± dk izpkj

fdl izdkj djsaxs] fooj.k nhft,A 10

6. fdlh fjiksVZ dks rS;kj djus ds lkekU; funsZ'kuksa dks Li"V

dhft,A efgyk oL=ksa ds fuekZ.k dk dk;Z djus okyh dEiuh

ds foi.ku eSustj }kjk cktkj losZ{k.k fjiksVZ rS;kj djus dk

mnkgj.k nhft,A 5 + 5
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7. la{ksi.k dk D;k vFkZ gS\ vPNs la{ksi.k dh fo'ks"krkvksa dk

o.kZu dhft,A 2 + 8

8. fuEufyf[kr esa ls fdUgha nks ij laf{kIr fVIif.k;k¡ fyf[k, %

(v) izLrko

(c) Mkd izs"k.k lsok,¡

(l) lHkk esa ernku dh fof/k;k¡

(n) rdkns dk i=

***
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