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e Please check that this question paper contains 5 printed pages.

e 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.

e Please check that this question paper contains 18 questions.

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

e 15 minutes 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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General Instructions :
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(@)

(ii)

(iii)

(iv)

(v)

(vi)

All questions are compulsory.
Marks for each question are indicated against it.

Questions 1 to 10 are very short answer questions, carrying 2 -3
marks each. Answer to them should not normally exceed 30 words
each.

Questions 11 to 16 are short answer questions, carrying 4 marks
each. Answer to them should not normally exceed 70 words each.

Questions 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.

s st gfae & weiedl &1 S ¥ el € 2

What is the nature of duties of a Personal Secretary ?

s s wfeg # gerqg drgard = A § 2

What are the basic qualifications of a Private Secretary ?

@wﬁw%wuﬁa%ﬁéaa:ﬁml

State any two duties of an efficient secretary of a Charitable
Hospital.



4. UF SWNNUGT T4 (TI.SH.3.) & df9g & & & 391 ¥Ha &t 8 2 2

What is the nature of the job of a Secretary of a Non-Gazetted
Organisation (N.G.O.) ?

5. U 99 § qd fegew 999 & ¥ 32T A ¢ 7 2

- What are the objectives of sending notice before meeting ?

6. disis & ¥ a9d BT @ ? : 2

What is meant by Invoice ?

7. U fi gfag & fegaat & 999 § 99wy | 3

Explain in brief the daily routine of a Private Secretary.

8. TS TARSH & & H¥g & IWefae U ot 9fdg & Iwarfadl § 59 yar e
A3 § 7 9EmET | 3

How do the responsibilities of the Secretary of an Entertainment
Club differ with the responsibilities of a Personal Secretary ? Explain.

9. TS W & wiaagd (fadw) fawa it fafial sary | 3

State the methods of writing reports of a meeting.

10. ol Uoe o & 1 awd gar 8 2 & IUh ISR A 4G 9 HHART | 3
What is meant by amended Cash Book ? Explain with two suitable
examples.

11. ff g &9 a1 & 2 39 wds & 9w sare s oA fst afas & sde
F Fiiga fFar 1 e @ | 4

Who is a Private Secretary ? Name the heads under which duties of
a Private Secretary can be classified.
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e Togem T & faua & vy § o 9@ & € & fAw st A,
IYE, 3T & R 0 g TR-SRT KA FC |
With reference to an advertisement in ‘Hindustan Times’ daily for the

post of Private Secretary, submit your Bio-data regarding your
qualification, experience, etc.

TF Gealdl Fod & Hag S o wEaR @ §EY § e Fig |
Briefly explain the daily routine of a FootBall Club’s Secretary.

& ke Foi@ Ft 31 U 2011 F UG TC I F A WHFE TW FH HEAR
& e HIe9H Aol F FeEd § daR Hee |

Prepare minutes of the proceedings of an Annual General Meeting of
a Cricket Club for the year ending on 31 March 2011 with

imaginary details.

(%) FEGH (WD), (@) Y (FRE) F 7 3 § ?

What is meant by (a) Agenda, (b) Quorum ?

ST 9 1 7Y UH ITYT GHEY Ol FeUE Al H GBEd ¥ TH FFW & AR
§ A A F TH T TR T

Explain the meaning and purpose of a Credit Note and prepare a
Credit Note from Ram Prakash to Munna Lal with imaginary figures.

TS gifis I 99 ¥ Ugd, 99 & SO0 & 999 991 99 & 91¢ & gfedg SE
U89 § gHFRT | ‘

: rgan
el & dued & 9 e s faga smen s |

Explain in brief the duties of a Secretary before, during and after
Annual General Meeting.

OR

Explain in detail the general rules governing the conduct of meetings.
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TH.UH.TE. F VHS-TE H UY T 6,250 o1 | 5 VS & AW TH-g% ¥
feeam T, q Frefefad gif<al 3y &8 -

4
@) 9% 9% § 5 R TG, AR e e fren 4,500
Gi) 9% frifrg fRT TU, AfFA e & fag enft 7% sa 76 8T 3,000
(i) &% == 150
(iv) fafEn | & 99 §6 3 agen 1,000
(v)  dm sifgem €9 9% 3 2,500

(vi) UH TEs 4 @9 gR @ § 5 e 4,000
¥5 gayE g TR FHiw | :

What is Petty Cash Book ? Why is it maintained ? Give any two
merits and two demerits of preparing a Petty Cash Book. Explain in
brief.

OR

The Cash Book of SSS shows a balance of ¥ 6,250. On comparing the
Cash Book with the Pass Book, the following discrepancies were

noted :

Z
(i) Cheques deposited in Bank, but not collected :1,5_00-
(ii) Cheques issued, but not yet presented for payment 3,000
(i11) Bank charges _ 150
(iv) Interest on Investments collected by Bank 1,000
(v)  Insurance Premium paid by Bank directly 2,500
(vi) A customer directly paid in our account 4,000

Prepare a Bank Reconciliation Statement.

200



