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BACHELOR’S DEGREE PROGRAMME

; Term-End Examination
o~
- December, 2014
(APPLICATION ORIENTED COURSE)
ASP-1 : SECRETARIAL PRACTICE
Time : 2 hours Maximum Marks : 50

(Weightage : 70%)

Note : Attempt any five questions. All questions carry equal

marks.

How is the secretary of a government department 2+8
appointed ? Describe his administrative and
advisory functions.

Who can be a company secretary ? State his 2+8
statutory and general qualifications.

State different methods of voting and the general 5+5
rules of voting.

What is meant by minutes ? State the precautions 2+8
that are taken while drafting the minutes.

“To convey any message effectively, a business 10
letter writing needs the application of certain
communication principles”. Discuss

Explain the various forms in which the publicity 1¢
material may be addressed to customers.
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7.  Explain different methods of remittance offered g§+2
by the postal department and explain the nature
of postal insurance.

8.  Write a letter to the Telephone Exchange, South 10
Delhi, complaining about your inflated bill and
requesting to make necessary corrections therein.

9.  Write short notes on any two of the following :  5+5
(a) Different types of telegrams
(b) Business reply cards
(c) Powers of a Chairman of a meeting
(d) Post box facility
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1. T SR fawm & afga &t fgfea F3 &1 amdt 32 2+8
I YIS T Yeeh] HAedl ol FUH Hifeg |

2. &t gfbe e fgea feen s ooar 327 Sust 2+8
Hifafdess T8 G Fradiel w1 Ieig ST

3. HagH = fafy= fafer vd waem & g fadi &1 5+5
oo hifoTg |

4. FRET (minutes) ¥ FT a0 T ? FUTT TIR F@ 2+8
U F AEET SR art § 2

5. ''EW & YHEU €7 9§ e L & fa¢ S gagd 10
fagidl 1 9eH FE EwEE B R | faaed wifsw)

6. 1 fafsm €9 (forms) &t =@M HIfVT 9H T9R 10
9t UTeeR] % TH& WA 1 ST Tehdl B |
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7. % fa9M g U9 (remittance) FI fafw=r fafuai 8+2
F1 ST FHITT T ST o141 i Ghid T3

8. il fooell SowIM TS &l 396 g 9 ML &E 10
T W & eftem foa 1 R w3 g T
fafan a1 3ud eavEs guR & & fow wfeu

9. frmafafes ¥ 9 fl & W wfia feoford fafgw :  5+5
(a) LRy (telegrams) % fafs= g
(b) HEENTR TaE HIS
(c) T & A *F MUHR
(d) dUre dfe gfae
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