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BACHELOR'S DEGREE PROGRAMME 

Term-End Examination 
kr■ 	 December, 2016 

(APPLICATION ORIENTED COURSE) 

C ASP-001 : SECRETARIAL PRACTICE 

Time : 2 hours 	 Maximum Marks : 50 

(Weightage : 70%) 

Note : Attempt any five questions. All questions carry equal 

marks. 

	

1. 	Explain the role of company secretary as : 	3, 3, 4 
(a) an office executive, 
(b) a liaison officer and 
(c) an advisor to management. 

	

2. 	Define the term 'agenda'. Briefly explain the 2, 8 
routine and special items of the agenda of a 
company meeting. 

	

3. 	What is the importance of office reports ? Explain 5, 5 
the general guidelines in preparing office reports. 

4. Discuss the duties to be performed by a company 5, 5 
secretary before and after the Annual General 
Meeting of a company. 

	

5. 	Briefly explain any six duties of the Chairman of 6, 4 
a company meeting. Under what circumstances 
can the Chairman adjourn the meeting ? 
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6. Explain the terms 'form letter' and 'circular letter'. 6, 4 
What are the problems in writing a precis ? 

7. What is meant by 'minutes of a meeting' ? 2, 8 
A secretary of a company, draft the minutes of 
the meeting of the Board of Directors. 

8. Write short notes on any two of the following : 
	

5, 5 
(a) Proxy 
(b) Quorum 
(c) Point of Order 
(d) Enclosures and Post Script (P.S.). 
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