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course on Secretarial Practice

Jferhad P : 30

Maximum Marks: 30

Note: Long Answer Questions. Answer should be given in 800 to 1000 words each. Answer all
questions. All questions are compulsory.
Section- A
Yus—3]
P 3 : 18
Maximum Marks: 18
1. Write the duties and qualifications of a secretary.

U Afed @ waal Ug aeaanet & o |

Or
Define Company Secretary explain the position of company secretary in the eyes of law and
his actual

HAT Flerd B IR ST | S9! afafdre vd ardfde Refa wse Hifoig |
Or

What do you understand by term ‘Agenda’?

HIRRE 59 Hed 7 |

2. Define company meeting . Explain various kinds of company meetings.
HFT AT BT TRAIRT B qAT HFAT TRl & UHR ford |
Or

What are the requisites of a valid meeting?
Qe qHT BT LD It T BT 2 |
Or

Distinguish between public meeting and private meetings?

Frdotfe R ol @9 § 9 S |

3. Describe the procedure of report writing.
ufirded oRge @1 Ufhar &1 qoie @ |




Note:

Or

What are special agenda items? Give two examples.

S gl | & faRiy 4wy i 81§ | §97 |1 SerER o |
Or

Distinguish between the duties of ‘Routine secretary’ and ‘Executive secretary’
74 Afd Ud HRIdR! Aftd & dadl § 98 9d1sd |
Section- B
Yug—q

T 3 : 12

Maximum Marks: 12
Short Answer Questions. Answer should be given in 200 to 300 words each. Answer all
questions. All questions are compulsory.

What are the characteristics of a good précis?

Th I HeIfaT & a1 fagiyar gy 27

Or
Write short note on open agenda
Gell SR R fewof) forferg?

Or
Define term motion
YT Treq Dl URHTHT IR |
Write the types of report.
gfided & UdRI o ford |

Or
What is special resoulution?
faery ey w7 B |

Or

Explain different types of company meetings?
B DI AT TR D TR BT Sl D |

What are the duties of secretary regarding minutes of meeting.

|AT B G b FaH H B AT b Had R/ 87

Discuss the duties of company secretary
BT A & Bl IR ] B |




Or

Explain the functions of a secretary as an office executive

PRI Afed AERT & B9 | Afd & BRIl B BuREl I8y |
Or

State contractual liabilities of a company secretary?

ST gfad & afafde gTRcg 9drsa?

. Write the basic principles of correspondence.

THAER & Jod g ford |
Or

What are essenlials of business letters?
TS TA & T dd R’ &
Or

What is précis?
HeTTIT RIT 2 |

. Write a short note on publicity and public relations
TR U4 SF A9$ R Udh Gerd die ford |
Or

A good letter is one which is clear and brief comment.
"] UF 98 BIT © ol Aferd 9 g 7| fowoft forar |
Or

Explain the procedure of report writing

Rare oie & fafy sa=a |



