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gm{M{dH$ nÕ{V Ed§ boIm§H$Z 

(g¡ÕmpÝVH$)  

SECRETARIAL PRACTICE AND ACCOUNTING 

(Theory)  

{ZYm©[aV g_` : 3 KÊQ>o   A{YH$V_ A§H$ : 60 

Time allowed : 3 hours Maximum Marks : 60 

 H¥$n`m Om±M H$a b| {H$ Bg àíZ-nÌ _o§ _w{ÐV n¥ð> 5 h¢ & 
 àíZ-nÌ _| Xm{hZo hmW H$s Amoa {XE JE H$moS >Zå~a H$mo N>mÌ CÎma-nwpñVH$m Ho$ _wI-n¥ð> na 

{bI| & 

 H¥$n`m Om±M H$a b| {H$ Bg àíZ-nÌ _| >18 àíZ h¢ & 
 H¥$n`m àíZ H$m CÎma {bIZm ewê$ H$aZo go nhbo, àíZ H$m H«$_m§H$ Adí` {bI| & 

 Bg  àíZ-nÌ  H$mo n‹T>Zo Ho$ {bE 15 {_ZQ >H$m g_` {X`m J`m h¡ &  àíZ-nÌ H$m {dVaU nydm©• 
_| 10.15 ~Oo {H$`m OmEJm &  10.15 ~Oo go 10.30 ~Oo VH$ N>mÌ Ho$db àíZ-nÌ H$mo n‹T>|Jo 
Am¡a Bg Ad{Y Ho$ Xm¡amZ do CÎma-nwpñVH$m na H$moB© CÎma Zht {bI|Jo & 

 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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gm_mÝ` {ZX}e : 

(i) g^r àíZ A{Zdm`© h¢ & 

(ii) àË`oH$ àíZ Ho$ A§H$ CgHo$ gm_Zo {bIo h¢ & 

(iii) àíZ g§»`m 1 go 10 A{V bKw CÎmar` àíZ h¢ & `o 2 – 3 A§H$m| Ho$ àíZ h¢ & BZHo$ CÎma 
à{V àíZ gm_mÝ`V… 30 eãXm| go A{YH$ Zht hmoZo Mm{hE & 

(iv) àíZ g§»`m 11 go 16 bKw CÎmar` àíZ h¢ & `o 4 – 4 A§H$m| Ho$ àíZ h¢ & BZHo$ CÎma à{V 

àíZ gm_mÝ`V… 70 eãXm| go A{YH$ Zht hmoZo Mm{hE & 

(v) àíZ g§»`m 17 VWm 18 XrK© CÎmar` àíZ h¢ & `o 6 – 6 A§H$m| Ho$ àíZ h¢ & BZHo$ CÎma à{V 
àíZ gm_mÝ`V… 150 eãXm| go A{YH$ Zht hmoZo Mm{hE &  

(vi) CÎma g§{já VWm àmg§{JH$ hmoZo Mm{hE & 

 

General Instructions : 

(i) All questions are compulsory. 

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

(iii) 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. 

(iv) Questions No. 11 to 16 are short answer questions, carrying 4 marks each. 

Answer to them should not normally exceed 70 words each. 

(v) Questions No. 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. 
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1. {ZOr g{Md Ho$ {bE Amdí`H$ {H$Ýht Mma JwUm| H$s gyMr ~ZmBE & 2 
List any four qualities essential for a private secretary. 

2. g\$b hmooZo Ho$ {bE EH$ {ZOr g{Md Ho$ nmg hmoZo dmbo {H$Ýht Xmo H$m¡ebm| H$m C„oI  
H$s{OE & 2 
State any two skills that a private secretary should possess to become 

successful. 

3. OZg^m H$m Š`m AW© h¡ ? 2 
What is meant by a public meeting ? 

4. g^m ñWJZ H$m AW© Xr{OE & 2 
Give the meaning of adjournment of a meeting. 

5. g^m H$s gyMZm _| Xr OmZo dmbr {H$Ýht Mma _Xm| H$s gyMr ~ZmBE & 2 
List any four items that must be specified in the notice for a meeting. 

6. AJ«Xm` amoH$‹S> H$m AW© Xr{OE & 2 
Give the meaning of imprest cash. 

7. ~¢H$ _| amoH$‹S> O_m H$aZo H$s {H«$`m{d{Y H$mo g_PmBE & 3 
Explain the procedure of depositing cash into the bank. 

8. àñVmd g§emoYZ H$m Š`m AW© h¡ ? CZ VarH$m| H$m C„oI H$s{OE {OZHo$ Ûmam àñVmd _| 
g§emoYZ {H$`m Om gH$Vm h¡ & 3 
What is meant by amendment of a motion ? State the ways in which a 

motion may be amended. 

9. EH$ g§K/g§ñWm H$m g{Md {H$go {Z ẁº$ {H$`m Om gH$Vm h¡ ? 3 
Who can be appointed as the secretary of an association ? 

10. {ZOr g{Md Ho$ ñdmJVr` H$V©ì`m| H$m g§jon _| dU©Z H$s{OE & 3 
Briefly describe the receptionist duties of a private secretary. 

11. g{Mdr` H$m¡ebm| _| {ZnwUVm H¡$go {ZOr g{Md H$mo CgHo$ H$V©ì`m| Ho$ {Zdm©hZ _| ghm`H$ h¡ ? 

g§jon _| g_PmBE & 4 
How does mastery of secretarial skills help a private secretary in the 

discharge of his duties ? Explain briefly. 
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12. ‘‘{ZOr g{Md EH$ H$m`©H$mar ghm`H$ hmoVm h¡ Omo H$m ©̀H$mar A{YH$mar (~m°g) H$mo gm_mÝ` 

{XZM`m© dmbo H$m`m] go ~MmVm h¡ &’’ Bg H$WZ Ho$ àH$me _| {ZOr g{Md Ho$ X¡{ZH$ 

{H«$`mH$bmnm| ({XZM`m©) H$m g§jon _| dU©Z H$s{OE & 4 
‘‘A private secretary is an executive assistant who spares the executive 

(Boss) of many routine activities.’’ In the light of this statement describe 

briefly the daily routine of a private secretary. 

13. Q>o{Zg Šb~ Ho$ g{Md Ho$ H$m`© H$s àH¥${V H$mo g§jon _| g_PmBE & 4 
Briefly explain the nature of the job of the secretary of a tennis club. 

14. ‘ñdÀN> ^maV A{^`mZ’ _| bJo EH$ µJ¡a-gaH$mar g§JR>Z Ho$ g{Md Ho$ H$Îm©ì`m| H$mo g§jon _| 

g_PmBE & 4 

Briefly explain the duties of the secretary of a non-governmental 

organisation engaged in ‘Swachh Bharat Abhiyan’. 

15. EH$ OZ-nwñVH$mb` Ho$ g{Md H$s `mo½`VmAm| H$m g§jon _| dU©Z H$s{OE & 4 
Briefly describe the qualifications of the secretary of a public library. 

16. H«o${S>Q> ZmoQ> H$m Š`m AW © h¡ ? BgH$mo H$~ ~Zm`m OmVm h¡ ? EH$ H«o${S>Q> ZmoQ> H$m Z_yZm  

Xr{OE & 4 

What is meant by a credit note ? When is it prepared ? Give a specimen of 

a credit note. 

17. EH$ d¡Y g^m H$s {H$Ýht VrZ Amdí`H$VmAm| H$m C„oI H$s{OE d CZH$mo g§jon _|  
g_PmBE & 6 

                      AWdm 

g^m Ho$ nyd© VWm CgHo$ Xm¡amZ g{Mdr` H$m`m] H$mo g§jon _| g_PmBE & 6 

State and explain in brief any three requisites of a valid meeting. 

                                 OR 

Briefly explain the secretarial work before and during a meeting. 
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18. amoH$‹S> nwñVH$ VWm nmg ~wH$ _ | eofm| Ho$ Z {_bZo Ho$ {H$Ýht N>: H$maUm| H$m C„oI H$s{OE & 6 

AWdm 

 {ZåZ{b{IV boZXoZm| H$s à{d{îQ>`m± EH$ Šb~ H$s amoH$‹S> Ed§ ~¢H$ H$m°b_ dmbr amoH$‹S> nwñVH$ 
_| H$s{OE : 6 

2018                                                                 < 

\$adar 1 Amapå^H$ eof : amoH$‹S>  10,000 

            ~¢H$  80,000 

\$adar 2 MÝXm àmßV hþAm 60,000 

\$adar 15 MoH$ Ûmam XmZ àmßV hþAm Am¡a  
  MoH$m| H$mo ~¢H$ _| O_m {H$`m 1,20,000 

\$adar 18 H$bmH$mam| H$mo MoH$ Ûmam ^wJVmZ  70,000 

\$adar 20 ghm`H$m| H$mo ^wJVmZ 20,000 

\$adar 21 nwamZo `ÝÌm| H$m {dH«$` 8,000 

\$adar 22 ~¢H$ _| amoH$‹S> O_m H$s  27,000 
\$adar 24 _µOXÿar H$m ^wJVmZ 18,000 

\$adar 27 nwamZo g_mMma-nÌm| H$m {dH«$` 1,500 

State any six reasons for the disagreement of the balances as shown by 

the Cash Book and Pass Book. 

OR 

Enter the following transactions in the cash and bank column Cash Book 

of a Club : 

2018  < 

February 1 Opening balance : Cash 10,000 

                                          Bank  80,000 

February 2 Subscription Received 60,000 

February 15 Donations received by cheque and  

   the cheques deposited into the bank 1,20,000 

February 18 Paid to Artists by cheque 70,000 

February 20 Paid to assistants 20,000 

February 21 Sale of old instruments  8,000 

February 22 Cash deposited into the bank 27,000 

February 24 Paid wages 18,000 

February 27 Sale of old newspapers 1,500 

      250 


