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¸üÖê»Ö ®ÖÓ. 

Roll No.  

 

 
 

ÃÖ Ö × “ Ö× ¾Ö Û ú  ¯Ö ¨ü× ŸÖ  ‹¾Ö Ó » Ö êÜÖ Ö ÓÛ ú ®Ö  
(Ã Ö î̈ ü Ö × ®ŸÖ Û ú) ¯Ö Ï¿®Ö -¯Ö ¡ Ö II 

SECRETARIAL PRACTICE AND ACCOUNTING 

(Theory) Paper II 
 

×®Ö¬ÖÖÔ×¸üŸÖ ÃÖ´ÖµÖ  : 3 ‘ÖÓ™êü ] [ †×¬ÖÛúŸÖ´Ö †ÓÛú  : 60 

Time allowed : 3 hours ] [ Maximum marks : 60 

ÃÖÖ´ÖÖ®µ Ö ×®Ö¤ìü¿Ö    ::::   
 (i) ÃÖ³Öß ¯ÖÏ¿®Ö †×®Ö¾ÖÖµÖÔ Æïü … 

 (ii) ¯ÖÏŸµÖêÛú ¯ÖÏ¿®Ö Ûêú †ÓÛú ˆÃÖÛêú ÃÖÖ´Ö®Öê ×»ÖÜÖê Æïü … 
 (iii) ¯ÖÏ¿®Ö ÃÖÓÜµÖÖ 1 ÃÖê 10 †×ŸÖ »Ö‘Öã ˆ¢Ö¸üßµÖ ¯ÖÏ¿®Ö Æïü … µÖê 2 – 3 †ÓÛúÖë Ûêú ¯ÖÏ¿®Ö Æïü … ‡®ÖÛêú ˆ¢Ö¸ü ¯ÖÏ×ŸÖ ¯ÖÏ¿®Ö 

ÃÖÖ´ÖÖ®µÖŸÖ: 30 ¿Ö²¤üÖë ÃÖê †×¬ÖÛú ®ÖÆüà ÆüÖê®Öê “ÖÖ×Æü‹ … 

 (iv) ¯ÖÏ¿®Ö ÃÖÓÜµÖÖ 11 ÃÖê 16 »Ö‘Öã ˆ¢Ö¸üßµÖ ¯ÖÏ¿®Ö Æïü … µÖê 4 – 4 †ÓÛúÖë Ûêú ¯ÖÏ¿®Ö Æïü … ‡®ÖÛêú ˆ¢Ö¸ü ¯ÖÏ×ŸÖ ¯ÖÏ¿®Ö ÃÖÖ´ÖÖ®µÖŸÖ: 
70 ¿Ö²¤üÖë ÃÖê †×¬ÖÛú ®ÖÆüà ÆüÖê®Öê “ÖÖ×Æü‹ … 

• Ûéú¯ÖµÖÖ •ÖÖÑ“Ö Ûú¸ü »Öë ×Ûú ‡ÃÖ ¯ÖÏ¿®Ö-¯Ö¡Ö ´Öë ´Öã×¦üŸÖ ¯ÖéÂšü 4 Æïü …  

• ¯ÖÏ¿®Ö-¯Ö¡Ö ´Öë ¤üÖ×Æü®Öê ÆüÖ£Ö Ûúß †Öȩ̂ ü ×¤ü‹ ÝÖ‹ ÛúÖê›ü ®Ö´²Ö¸ü ÛúÖê ”ûÖ¡Ö ˆ¢Ö¸ü-¯Öã×ÃŸÖÛúÖ Ûêú ´ÖãÜÖ-¯ÖéÂšü ¯Ö¸ü ×»ÖÜÖë …  

• Ûéú¯ÖµÖÖ •ÖÖÑ“Ö Ûú¸ü »Öë ×Ûú ‡ÃÖ ¯ÖÏ¿®Ö-¯Ö¡Ö ´Öë 18 ¯ÖÏ¿®Ö Æïü …  

• Ûéú¯Öµ ÖÖ ¯ÖÏ¿®Ö ÛúÖ ˆ¢ Ö¸ü ×»ÖÜÖ®ÖÖ ¿Ö ãºþ  Ûú¸ü®Öê ÃÖ ê ¯ÖÆü»Ö ê, ¯Ö Ï¿®Ö ÛúÖ ÛÎú ´ÖÖÓÛú †¾Ö¿µ Ö ×»ÖÜÖë …  

• ‡ÃÖ ¯ÖÏ¿®Ö-¯Ö¡Ö ÛúÖê ¯ÖœÌü®Öê Ûêú ×»Ö‹ 15 ×´Ö®Ö™ü ÛúÖ ÃÖ´ÖµÖ ×¤üµÖÖ ÝÖµÖÖ Æîü … ¯ÖÏ¿®Ö-¯Ö¡Ö ÛúÖ ×¾ÖŸÖ¸üÞÖ ¯Öæ¾ÖÖÔÆËü®Ö ´Öë 10.15 ²Ö•Öê 
×ÛúµÖÖ •ÖÖµÖêÝÖÖ … 10.15 ²Ö•Öê ÃÖê 10.30 ²Ö•Öê ŸÖÛú ”ûÖ¡Ö Ûêú¾Ö»Ö ¯ÖÏ¿®Ö-¯Ö¡Ö ÛúÖê ¯ÖœÌëüÝÖê †Öî̧ ü ‡ÃÖ †¾Ö×¬Ö Ûêú ¤üÖî̧ üÖ®Ö ¾Öê 
ˆ¢Ö¸ü-¯Öã×ÃŸÖÛúÖ ¯Ö¸ü ÛúÖê‡Ô ˆ¢Ö¸ü ®ÖÆüà ×»ÖÜÖëÝÖê …  

• Please check that this question paper contains 4 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 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. 

•  

ÛúÖê› ü ®ÖÓ.  
Code No.  

���� 

195/1 
¯Ö¸üßõÖÖ£Öá ÛúÖê›ü ÛúÖê ˆ¢Ö¸ü-¯Öã×ÃŸÖÛúÖ Ûêú ´ÖãÜÖ-¯ÖéÂšü 
¯Ö¸ü †¾Ö¿µÖ ×»ÖÜÖë … 
Candidates must write the Code on 

the title page of the answer-book. 
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 (v) ¯ÖÏ¿®Ö ÃÖÓÜµÖÖ 17 ŸÖ£ÖÖ 18 ¤üß‘ÖÔ ˆ¢Ö¸üßµÖ ¯ÖÏ¿®Ö Æïü … µÖê 6 – 6 †ÓÛúÖë Ûêú ¯ÖÏ¿®Ö Æïü … ‡®ÖÛêú ˆ¢Ö¸ü ¯ÖÏ×ŸÖ ¯ÖÏ¿®Ö 
ÃÖÖ´ÖÖ®µÖŸÖ: 150 ¿Ö²¤üÖë ÃÖê †×¬ÖÛú ®ÖÆüà ÆüÖê®Öê “ÖÖ×Æü‹ … 

 (vi) ˆ¢Ö¸ü ÃÖÓ×õÖ¯ŸÖ ŸÖ£ÖÖ ¯ÖÏÖÃÖÓ×ÝÖÛú ÆüÖê®Öê “ÖÖ×Æ‹ … 
 

General Instructions : 

 (i) All questions are compulsory. 

 (ii) Marks for each question are indicated against it. 

 (iii) Question numbers 1 to 10 are very short answer type questions, each carrying  

2 – 3  marks. Answer to them should not normally exceed 30 words each. 

 (iv) Question numbers 11 to 16 are short answer questions, carrying 4 marks each. 

Answer to them should not normally exceed 70 words each. 

 (v) Question numbers 17 and 18 are long answer questions, carrying 6 marks each. 

Answer to them should not normally exceed 150 words each. 

 (vi) Answers should be brief and to the point.  

 
 

1. ‹Ûú ×®Ö•Öß ÃÖ×“Ö¾Ö ÛúÖî®Ö ÆüÖêŸÖÖ Æîü ? Ã¯ÖÂ™ü Ûúß×•Ö‹ … 2 

 Who is a Private Secretary ? Explain. 

 

2. ‹Ûú ×®Ö•Öß ÃÖ×“Ö¾Ö Ûêú ¯ÖÖÃÖ ÛúÖî®Ö-ÛúÖî®Ö ÃÖß µÖÖêÝµÖŸÖÖ‹Ñ ÆüÖê®Öß “ÖÖ×ÆüµÖê ?  2 

 What qualifications should a Private Secretary possess ? 

 

3. ‹Ûú ÝÖÌî̧ ü-ÃÖ¸üÛúÖ¸üß ÃÖÓÃ£ÖÖ®Ö Ûêú ÃÖ×“Ö¾Ö Ûêú ×Ûú®Æüà ¤üÖê Ûú¢ÖÔ¾µÖÖë ÛúÖê ÃÖ´Ö—ÖÖ‡µÖê … 2 

 Explain any two duties of a Secretary of a Non-Govenrment Organisation. 

 

4. ‹Ûú ÃÖÓÃ£ÖÖ®Ö ÛúÖê ŒµÖÖë ‹Ûú ÃÖ×“Ö¾Ö ×®ÖµÖãŒŸÖ Ûú¸ü®ÖÖ “ÖÖ×ÆüµÖê ? 2 

 Why should an organization appoint a Secretary ? 

 

5. ‹Ûú ÃÖ³ÖÖ Ûúß ÛúÖµÖÔ¾ÖÖÆüß Ûêú ÃÖæõ´Ö (×´Ö®Ö™ËüÃÖ) ÛúÖê »ÖêÜÖ²Ö¨ü ŒµÖÖë Ûú¸ü®ÖÖ “ÖÖ×ÆüµÖê ?  2 

 Why should the minutes of the proceedings of a meeting be recorded ? 

 

6. ‹Ûú ®ÖÛú¤üß Ûúß ¸üÃÖß¤ü ÛúÖ ŒµÖÖ ´ÖÆü¢¾Ö Æî ? 2 

 What is the importance of a Cash Receipt ? 

 

7. ‹Ûú ×®Ö•Öß ÃÖ×“Ö¾Ö Ûêú ×Ûú®Æüà ŸÖß®Ö Ûú¢ÖÔ¾µÖÖë ÛúÖê ²ÖŸÖÖ‡µÖê ¾Ö ÃÖ´Ö—ÖÖ‡‹ … 3 

 State and explain any three duties of a Private Secretary. 

 

8. ‹Ûú ÃÖÓÃ£ÖÖ ÛúÖ ÃÖ×“Ö¾Ö ×ÛúÃÖ ¯ÖÏÛúÖ¸ü ‹Ûú ×®Ö•Öß ÃÖ×“Ö¾Ö ÃÖê ×³Ö®®Ö ÆüÖêŸÖÖ Æîü ? 3 

 How does a Secretary of an Association differ from a Private Secretary ? 
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9. ÛúÖµÖÔ¾ÖÖÆüÛú ÃÖÓÜµÖÖ (ÛúÖȩ̂ ü´Ö) ŒµÖÖ Æîü ? †ÝÖ¸ü ÛúÖµÖÔ¾ÖÖÆüÛú ÃÖÓÜµÖÖ ®ÖÆüà Æîü, ŸÖÖê ŒµÖÖ ÃÖ³ÖÖ Ûúß •ÖÖ ÃÖÛúŸÖß Æîü ? 3 

 What is Quorum ? Can a meeting be held if there is no Quorum ? 

 

10. †ÝÖÏ¤üÖµÖ (‡´¯ÖÏêÃ™ü) ¸üÖêÛú›Ìü ×¾Ö×¬Ö ŒµÖÖ Æîü ? ‡ÃÖÛêú »ÖÖ³Ö ÃÖ´Ö—ÖÖ‡‹ … 3 

 What is Imperest System of Cash ? Explain its advantages. 

 

11. •Ö²Ö ‹Ûú ×®Ö•Öß ÃÖ×“Ö¾Ö ÛúÖê ÛúÖê‡Ô ®ÖµÖÖ ÛúÖ´Ö ×´Ö»ÖŸÖÖ Æîü, ŸÖÖê ˆÃÖê ŒµÖÖ ÃÖÖ¾Ö¬ÖÖ×®ÖµÖÖÑ ²Ö¸üŸÖ®Öß “ÖÖ×ÆüµÖê ? 4 

 What precautions should be taken by a Private Secretary if he is given a new 

assignment ? 

 

12. †¯Ö®Öß ®Ö‡Ô ®ÖÖîÛú¸üß ÛúÖê ¾ÖÙÞÖŸÖ Ûú¸üŸÖê ÆãüµÖê †¯Ö®Öê ×´Ö¡Ö ÛúÖê ‹Ûú ¯Ö¡Ö ×»Ö×ÜÖµÖê … 4 

 Write a letter to your friend describing your new job. 

 

13. ‹Ûú ÃÖ×“Ö¾Ö Ûêú ×Ûú®Æüà ŸÖß®Ö ¾µÖ×ŒŸÖÝÖŸÖ ÝÖãÞÖÖë ÛúÖê ÃÖ´Ö—ÖÖ‡‹ … 4 

 Explain any three personal qualities of a Secretary. 

 

14. ‹Ûú ¯ÖÏÖ£Ö×´ÖÛú ×¾ÖªÖ»ÖµÖ Ûêú ÃÖ×“Ö¾Ö Ûêú ˆ¢Ö¸ü¤üÖ×µÖŸ¾ÖÖë ÛúÖê ÃÖ´Ö—ÖÖ‡µÖê … 4 

 Explain the responsibilities of a Secretary of a primary school. 

 

15. ‹Ûú ÃÖ³ÖÖ Ûúß ÛúÖµÖÔÃÖæ“Öß (‹•ÖêÞ›üÖ) ÛúÖê ÃÖ´Ö—ÖÖ‡µÖê … ‹Ûú ®Ö´Öæ®ÖÖ ¤üß×•Ö‹ … 4 

 Explain agenda of a meeting. Give a specimen. 

 

16. ›êü×²Ö™ü ‹¾ÖÓ ÛÎêú×›ü™ü ®ÖÖê™ËüÃÖ ´Öë †®ŸÖ¸ü Ûúß×•ÖµÖê … 4 

 Differentiate between Debit and Credit Notes. 

 

17. ×®Ö´®Ö×»Ö×ÜÖŸÖ ´Öë ÃÖê ×Ûú®Æüà ¤üÖê Ûêú ˆ¢Ö¸ü ¤üß×•Ö‹ : 6 

 (i) ×ÛúÃÖß ÃÖ³ÖÖ Ûúß ÃÖæ“Ö®ÖÖ ŒµÖÖë ¤üß •ÖÖ®Öß “ÖÖ×Æü‹ ? ‡ÃÖ´Öë ŒµÖÖ-ŒµÖÖ ²ÖŸÖÖµÖÖ •ÖÖ®ÖÖ “ÖÖ×Æü‹ ? 

 (ii) ÃÖ³ÖÖ Ûêú Ã£ÖÝÖ®Ö ÛúÖ ŒµÖÖ †£ÖÔ Æîü ? ‹êÃÖß ¤üÖê ¯Ö×¸ü×Ã£Ö×ŸÖµÖÖÑ ²ÖŸÖÖ‡‹ ×•Ö®Ö´Öë ×ÛúÃÖß ÃÖ³ÖÖ ÛúÖê Ã£Ö×ÝÖŸÖ ×ÛúµÖÖ •ÖÖ 
ÃÖÛúŸÖÖ Æîü … 

 (iii) ÃÖã—ÖÖ¾Ö µÖÖ ¯ÖÏÃŸÖÖ¾Ö ŒµÖÖ ÆüÖêŸÖÖ Æîü ? µÖÆü ÃÖÓÛú»¯Ö ÃÖê ×ÛúÃÖ ¯ÖÏÛúÖ¸ü ×³Ö®®Ö Æîü ? 

 (iv) ÃÖ³ÖÖ Ûêú ˆ×“ÖŸÖ ¯ÖÏÛúÖ¸ü Ûêú ÃÖÓ“ÖÖ»Ö®Ö ´Öë ÃÖ³ÖÖ¯Ö×ŸÖ (“ÖîµÖ¸ü´Öî®Ö) Ûúß ŒµÖÖ ³Öæ×´ÖÛúÖ ÆüÖêŸÖß Æîü ? ÃÖ´Ö—ÖÖ‡‹ … 

 Answer any two of the following : 

 (i) Why should the notice of a meeting be given ? What should be its contents ? 

 (ii) What is meant by adjournment of a meeting ? Give two circumstances under 

which a meeting can be adjourned. 

 (iii) What is a motion ? How does it differ from a Resolution ? 

 (iv) What is the role of the Chairman of a meeting in conducting the meeting 

properly ? Explain. 
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18. ‹êÃÖê ”û: ÛúÖ¸üÞÖ ²ÖŸÖÖ‡‹ ×•Ö®ÖÛúß ¾Ö•ÖÆü ÃÖê ¸üÖêÛú›Ìü ¯ÖãÃŸÖÛú ´Öë ¤ü¿ÖÖÔ‹ ÝÖ‹ ²ÖïÛú ¿ÖêÂÖ ÛúÖ ²ÖïÛú ¯ÖÖÃÖ ²ÖãÛú ´Öë ¤ü¿ÖÖÔ‹ ÝÖ‹ 

¿ÖêÂÖ ÃÖê ×´Ö»ÖÖ®Ö ®ÖÆüà ÆüÖêŸÖÖ …  6 

     †£Ö¾ÖÖ 

 ×®Ö´®Ö×»Ö×ÜÖŸÖ ×¾Ö¾Ö¸üÞÖÖë ÃÖê ´ÖîÃÖÃÖÔ Æü¸üß ¸üÖ´Ö ‹®›ü ÃÖ®ÃÖ Ûúß ¸üÖêÛú›Ìü ¯ÖãÃŸÖÛú ×»Ö×ÜÖ‹ : 

2015,  `̀̀̀    

•Ö®Ö¾Ö¸üß  1 ¸üÖêÛú›Ìü ÆüÃŸÖê  27,000 

   ²ÖïÛú †×¬Ö×¾ÖÛúÂÖÔ 9,000 

  2 ¾ÖêŸÖ®Ö ×¤üµÖÖ 4,500 

  3 ²ÖïÛú ´Öë •Ö´ÖÖ ×Ûú‹ 12,000 

  4 •ÖÖò®ÃÖ®Ö ‹Þ›ü ÛÓú. ÃÖê ´ÖÖ»Ö ÛÎúµÖ ×ÛúµÖÖ 12,000 

  5 ÃÖÓ¤üß¯Ö ÛúÖê ´ÖÖ»Ö ²Öê“ÖÖ 15,000 

  6 ²ÖïÛú ÃÖê ÛúÖµÖÖÔ»ÖµÖ ÆêüŸÖã ×®ÖÛúÖ»Öê 3,000 

  7 ÃÖÓ¤üß¯Ö ÃÖê “ÖîÛú ¯ÖÏÖ¯ŸÖ Æãü†Ö †Öî̧ ü ˆÃÖê ²ÖïÛú ³Öê•Ö ×¤üµÖÖ ÝÖµÖÖ (”æû™ü ¯ÖÏ¤üÖ®Ö Ûúß ` 50) 14,750 

  8 •ÖÖò®ÃÖ®Ö ‹Þ›ü ÛÓú. ÛúÖê ³ÖãÝÖŸÖÖ®Ö ×ÛúµÖÖ (”æû™ü ¯ÖÏÖ¯ŸÖ Ûúß ` 300)  11,700 

 Give six reasons on account of which the bank balance as shown by the Cash Book 

does not agree with the balance shown in the Bank Pass Book. 

OR 

 Write the cash book of Messrs. Hari Ram and Sons from the following particulars : 

2015,                  `̀̀̀    

Jan. 1 Cash in hand 

Bank Overdraft 

27,000 

9,000 

2 Paid salary 4,500 

3 Deposited into the Bank 12,000 

4 Purchased goods from Johnson & Co. 12,000 

5 Sold goods to Sandeep 15,000 

6 Withdrawn from the Bank for office use 3,000 

7 Received cheque from Sandeep and deposited the 

same into the bank (Discount allowed ` 50) 

14,750 

8 Paid to Johnson and Co. (Discount received ` 300) 11,700 

___________ 


