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General Instructions :

(i) All questions are compulsory.

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

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

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

(v)  Questions 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. Who can be appointed as a Private Secretary ?
frott o Rl frges foban o gaer 2 2
2. State aﬁy four items of daily routine of a Private Secretary.
et wfea F A Fremed @ R WR WS aEwe |
3. How is the Secretary of an association different from a Private
Secretary ? :
fordt TeT w1 wfew ww ot ofae @ feg wer B @ @ 2
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State the qualifications of the Secretary of a Club.
TF o & gfag i A TaR |

5. What is meant by Quorum ? 2
ToTgfe & ot 7 7
6. Distinguish between an invoice and a proforma invoice. 2
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7. Describe the job of the Private Secretary to the Chief Executive Officer
of a manufacturing company. 3

s fafmir st & g FEues aftwd & ot gfee & 38 @ auiq FifT |

8. What are the duties of a Secretary as a Liaison Officer ? 3
w T S F wv ¥ uE Wfes F o aHed e § 2

9. Prepare an agenda for the governing body meeting of a college. 3
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10. Jain Brothers returned goods ¥ 4,000 pu"rchésed from Gupta Sons
being defective. Prepare a debit note for the same in the books of Jain
Brothers. 3
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11. Explain the duties of a Private Seci‘etary to the General Manager of a
Publishing Company. 4
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12. Describe the advisory role of a Private Secretary. 4

ot wfea = gomes’t e & avfa ST |

13. Explain the responsibilities of the Secretary of a Crickét Club. 4
fohe a9 & Gfag & ITQEE! S 9UET |

14. Describe the nature of the job of the Secretary of a Public Library. 4
& e (e & 6hd & s # g #oauiq Hifee |
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15. Prepare a notice for a general body meeting of a Sports Club.
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16. The Petty Cashier of Delhi Travels received from the Chief Cashier on
1.12.2010 ¥ 2,500. During the month the following payments were

made. Prepare a Petty Cash Book.

2010
December 2 Paid taxi charges
December 4 Postage stamps

December 10 Stationery
December 12 Speed post

December 15 Refreshment
December 19 Computer stationery
December 22 Photocopy expense
December 30 Bus fare
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17. You are the Secretary of an Education Society. What preparations
would you make for the general meeting of the society ? Explain. -6

OR

Describe the duties of a Secretary during and after a meeting.
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18. What is meant by a Bank Reconciliation Statement ? Why and how is

it prepared ? 6
OR
Enter the following transactions in a Three Column Cash Book of
Radhey Ltd. :
2011 K4
January 1 Opening balance Cash (Dr.) : C 5,400
Bank (Cr.) ' 7,100
January 1 Cash sales 92,500
January 3 Cash deposited into the bank 80,000
January 6 Goods purchased from Mohan on credit 14,000
January 8 Issued cheque to Mohan 13,500
Discount allowed by Mohan k 500
January 15 Purchased goods for cash 3,000
January 18 Sold to Rao on credit ' 21,000
January 20 Cheque received from Rao 20,750
Discount allowed to Rao ' 250
January 24 Withdrew cash from bank for office use 4,000
January 26 Withdrew cash from bank for personal use 2,000
January 30 Paid salary 7,500
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