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mŸkj çns”k jktf"kZ V.Mu eqDr fo”ofo|ky;]ç;kxjkt 

vf/kU;kl(Assignment) 
2025-2026 

SEMESTER-3 

Bachelor of Commerce (B.Com) 

                                  Course Code : SESP 

dkslZ 'kh"kZd    % lfpoh; dk;Z i)fr esa कौशल संवर्धन पाठ्यक्रम      

                           Skill  Enhancement Course on Secretarial Practice(SESP) 

Section- A 
Maximum Marks: 12 

Note: Short Answer Questions. Answer should be given in 200 to 300 words each. 

Answer all questions. All questions are compulsory.  

 

1. What are the characteristics of a good précis?  

,d vPNh la{ksfidk dh D;k fo'ks"krk gksrh gS\ 

2. Write the types of report. 

çfrosnu ds çdkjksa dks fy[ksA 

3. What are the duties of secretary regarding minutes of meeting. 

lHkk ds lw{e ds lUnHkZ esa dEiuh lfpo ds drZO; D;k gS\ 

4. Discuss the duties of company secretary  

dEiuh lfpo ds drZO;ksa ij ppkZ djsA 

5. Write the basic principles of correspondence.   

i=kpkj ds ewyHkwr fl)kUr fy[ksA 

6. Write a short note on publicity and public relations 

çpkj ,oa tu lEidZ ij ,d laf{kIr uksV fy[ksA 

 

Section- B 

 

Note: Long Answer Questions. Answer should be given in 500 to 800 words each. 

Answer all questions. All questions are compulsory.  
            Maximum Marks: 18 

 

1. Define Company Secretary explain the position of company secretary in the eyes 

of law and his actual 

dEiuh lfpo dh ifjHkk"kk nhft,A mldh lfof/kd ,oa okLrfod fLFkfr Li"V dhft,A 

 

2. What are the requisites of a valid meeting? Distinguish between public meeting 

and private meetings? 

oS/k lHkk dh vko';d 'krsZ D;k gksrh gSA lkoZtfud vksj futh lHkk esa Hksn dhft,A 

 

3. Describe the procedure of report writing. 

çfrosnu ys[ku dh çfØ;k dk o.kZu djsaA 

 

 


