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B.A./B.COM./B.T.S. (Final Year)Examination 2010

ASP- 01

(Application Oriented / O;ogkjewyd ikB~;dze)

Secretarial Practice /lfpoh; i)fr

Time: 3 Hours                                                             Maximum Marks : 35

Note: Attempt Section A and Section B both. All questions carry equal marks. 

uksV%  v vkSj c nksuksa [k.Mksa dks gy dhft,A lHkh iz”uksa ds vad leku gSA 

Section –A / Hkkx& d
Attempt the following questions.                                                                      

fuEufyf[kr iz”uksa ds mRrj nhft,A

1. Distinguish between any two of the following :                                         (3½x2=7)

       fuEufyf[kr esa ls fdUgha nks esa vUrj Li’V dhft, %

(a) Ordinary Business letter and Circular.

(b) Certificate of posting and a registered letter.

(c) Report and Précis.

(d) Ordinary and Special resolution.

¼v½ lkekU; O;kolkf;d i= ,oa ifji=A

¼c½ Mkd izek.k&i= ,oa iathd`r i=A

¼l½ fjiksVZ ,oa la{ksfidkA

¼n½ lkekU; ,oa fo”ks’k izLrkoA

2. Write short notes on any two of the following :                                         (3½x2=7)

       fuEufyf[kr esa ls fdUgha nks ij laf{kIr fVIi.kh fyf[k,A

   (a)Agenda 

(b)Motion 

(c)Quorum 

(d)Proxy 

¼v½ dk;Zlwph

¼c½ izLrko

¼l½ dksje 

¼n½ izkDlh
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Section –B/ Hkkx& [k
Attempt any three questions.                                                                      (7x3=21)

fdUgha rhu iz”uksa ds mRrj nhft,A

1. Describe the legal and actual positions of a company secretary.

dEiuh lfpo dh dkuwuh ,oa okLrfod fLFkfr;ksa dk o.kZu dhft,A

2. Outline the qualifications required by a person to become a company secretary.

dEiuh lfpo cuus ds fy, ,d O;fDr esa okafNr ;ksX;rkvksa dks crkb;sA

3. Explain various types of minutes of meetings. Discuss the objectives of recording 

the minutes of a meeting.

,d  cSBd  ds  dk;Zo`Rr  ds  fofHkUu  izdkjksa  dks  le>kb;sA  cSBd  ds  dk;Zo`Rr  dks 

vfHkfyf[kr djus ds mn~ns”;ksa dk o.kZu dhft,A

4. Descrive the powers of Chairman of a company meeting.

,d dEiuh cSBd ds v/;{k dh “kfDr;ksa dk o.kZu dhft,A

5. How  are  minutes  drafted?  Explain  the  procedure  of  their  circulation  and 

confirmation.

dk;Z fooj.k fdl izdkj cuk;s tkrs gSa \ mUgsa ifjpkfyr djus rFkk vfHkiq’V djus dh 

fof/k;ksa dks le>kb;sA

6. Define report.  Distinguish between formal  and informal  reports.  What  are  the 

essential elements of a good report?

fjiksVZ dks ifjHkkf’kr dhft,A vkSipkfjd ,oa vukSipkfjd fjiksVZ esa vUrj crkb;sA ,d 

vPNh fjiksVZ ds ewy rRo D;k gksrs gSa \

7. What is a statutory meeting? What does a statutory report contain? Can every 

matter be discussed in this meeting? Write your opinion. 

,d oS/kkfud cSBd D;k gS \ ,d oS/kkfud fjiksVZ esa D;k lfEefyr gksrk gS \ D;k bl 

cSBd esa izR;sd izdj.k ij fopkj fd;k tk ldrk gS \ vius fopkj fyf[k,A

8. Describe the basic principles to be followed in drafting a business letter. What are 

the main parts of a business letter? Explain briefly.

,d O;kolkf;d i= dks fy[krs le; mi;ksx esa yk;s tkus okys vk/kkjHkwr fl)kUrksa dk 

o.kZu dhft,A ,d O;kolkf;d i= ds eq[; Hkkx D;k gksrs gSa \ la{ksi esa le>kb;sA
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