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Please check that this question paper contains 5 printed pages.

Code number given on the right hand side of the question paper should be written
on the title page of the answer-book by the candidate.

Please check that this question paper contains 18 questions.

Please write down the Serial Number of the question before attempting
it.

15 minute time has been allotted to read this question paper. The question paper
will be distributed at 10.15 a.m. From 10.15 a.m. to 10.30 a.m., the students will
read the question paper only and will not write any answer on the answer-book
during this period.
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All questions are compulsory.
Marks for each question are indicated against it.

Questions No. 1 to 10 are very short answer type questions, carrying 2 - 3 marks
each. Answer to them should not normally exceed 30 words each.

Questions No. 11 to 16 are short answer questions, carrying 4 marks each. Answer

to them should not normally exceed 70 words each.

Questions No. 17 and 18 are long answer questions, carrying 6 marks each. Answer

to them should not normally exceed 150 words each.

Answers should be brief and to the point.



1. U& 599 & Gfgd & § hasdl &l gaqEd | 2

State two duties of the Secretary of a club.

2. U fsit wfwa & fo9-gfafer & =R w@Ef st g= sAEw 2

Prepare a list of four functions of daily routine of a Private Secretary.

3. U fo=nedi 99 & 9fed & < Swasdl ol Uy | 2

Explain any two duties of the Secretary of a Students’ Union.

4. N TH TR & qfud Fga w1 =ifed ? FR0 Fdaed | 2

Should a Doctor appoint a Secretary ? Give reasons.

5. Towdl 9w & gam (foew) #&1 foemn =nfed ? 2

Why should minutes of a meeting be recorded ?

6. TH The-THIG I T2 THH FI Ied ¢ 7 2
What is a Cash Receipt ? What is its importance ?

7. et afea f6g gd €27 S99 &1 Irgae & 07 3 @1 ? 3

Who is called a Private Secretary ? What qualifications and qualities should
he/she possess ?

8. U&h &yt Gfed e fwdl 37 T3 & Afed & shasdl & AL T ddiEd | 3

Explain the difference between a Company Secretary and a Secretary of some
other organisation.

9. TH U ok WM 1 3 THAEY T TH hl Th DRV o Farsd | 3

Explain the meaning of adjournment of a meeting and also give one reason
for adjournment.
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Explain the advantages of an imprest cash system.
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What is the nature of the job of the Secretary of an Association ? What are
his/her main responsibilities ?
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State the duties of a Private Secretary with regard to (a) recording
Appointment in the Dairy and (b) receiving visitors.

Teh Hioe i AR AT Gl sl o0 i |

Narrate four professional skills of a Secretary.
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State the duties of a Private Secretary relating to the accounting work.
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What is a meeting ? State the purposes for which a meeting may be called ?
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When and why is a Credit Note prepared ? Give a specimen thereof.
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What is Invoice ? What does it contain ? By whom and for whom 1is it
prepared ? Explain.

OR

What may be the reasons for the difference between the bank balance shown
by the cash book and the balance as shown by the Bank Pass Book ?

frfafaa ° 9 fh<l S & o9 <R hiY :

() HH 991 TE Yo URES i 9l

(i) HHE TH Hehed
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(iv) HIERO Y9 TE oy g

Distinguish between any two of the following :

(1) General meeting and meeting of the governing council
(1)) Motion and Resolution

(i11) Agenda and Minutes of a meeting

(1v) Ordinary Resolution and Special Resolution.



