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¢ 15 minutes time has been allotted to read this question paper. The question paper will be
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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. U (ol Gfae &F 8T & 2 T ST | 2

Who is a Private Secretary ? Explain.

2. U Al gfEd & U9 HiF-sH G GrEa e aied 2 2

What qualifications should a Private Secretary possess ?

3. U IR SE % qiad % 2l 8 Haedl o gHeey | 2

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

4. UH G Sl I T Grad e HEAT GMed 2
Why should an organization appoint a Secretary ?

5. U 9 Pl HEARI & G&T (A1) il oiges o481 S a1ed 2 2

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

6. U Tha! i THIE o T Hewd ¢ ? 2

What is the importance of a Cash Receipt ?

7. Wk (AT @iwe o el i shaeal ol ad1ed o THeeU | 3

State and explain any three duties of a Private Secretary.

8. U G I Giud fohd TR U =i dier ¥ i1 8l & 2 3

How does a Secretary of an Association differ from a Private Secretary ?
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FHIATEH TEAT (hRH) T ¢ ? 3R HRIERS G Tal §, AT FT1 GHT Dl ST Fohell & 2

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

IR (TUR) hg A T & 2 THb I THSET |

What is Imperest System of Cash ? Explain its advantages.

ST Uk o7 T sl i a1 W fHerar €, o S8 47 Qie=at ska-t = 2

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

3TOT € BT T ST Tl g 310 T i U o feaf@d |

Write a letter to your friend describing your new job.

U Graa % el i SafRiTd o i THEsy |

Explain any three personal qualities of a Secretary.

ek WAt foererd & 9fad o SaeEial o g9y |

Explain the responsibilities of a Secretary of a primary school.

Tk HYT ! A (TSULT) H THEAES | Teh F9AT ST |

Explain agenda of a meeting. Give a specimen.

i Ud shiee led | 3T ity |

Differentiate between Debit and Credit Notes.

o

S
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(i)

(iii)
(iv)

feafa o ¥ Tl 2t &% ST ST

Topat T St e SR T ST AT 2 THH 1T ST ST Ay 2

HAT & T o o A & 2 A g gt aareu 5 fodt @ s w1 fhar s
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Answer any two of the following :

)

(ii)
(iii)
(iv)

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

What is meant by adjournment of a meeting ? Give two circumstances under
which a meeting can be adjourned.

What is a motion ? How does it differ from a Resolution ?
What is the role of the Chairman of a meeting in conducting the meeting
properly ? Explain.
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18. TUH ©: FHROT AT el aoT8 & Uhe T&h H FT T Sk AT T oo I b H ST T
I A el i |

Yt
frfetEd foeRoT & 999 &3 I =g 99 &l Ahe T foiiay :
2015, 4

et 1 e B 27,000
o Sretasy 9,000
2 add fean 4,500
3 d% § ST T 12,000
4 9 UUE &, ¥ OTT h TR 12,000
5 R & " 9@ 15,000
6 S W HEH &q 3,000
7GR Y < U g3 SR 39 b U7 {1 T (e W_H # T 50) 14,750
8 S WUE %, I A AT (B U it T 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, 4
Jan. 1 Cash in hand 27,000
Bank Overdraft 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 14,750

same into the bank (Discount allowed ¥ 50)
8 Paid to Johnson and Co. (Discount received ¥ 300) 11,700
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