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BACHELOR'S DEGREE PROGRAMME 
`7t1 
	

Term-End Examination 
tsr) 

	

December, 2017 

(APPLICATION ORIENTED COURSE) 

ASP-001 : SECRETARIAL PRACTICE 

Time : 2 hours 	 Maximum Marks : 50 
(Weightage : 70%) 

Note : (i) Attempt any five questions. 

(ii) All questions carry equal marks. 

1. Who is a secretary ? State the importance of 2+8 
secretarial work in an organisation. 

2. Who is a company secretary. Describe briefly the 2+8 
statutory qualifications of a company secretary 
prescribed under the Companies Act 

3. Suppose you are a secretary of a Residents 10 
Welfare Association (RWA). How will you 
prepare for the annual general meeting of the 
association ? 

4. You are the general manager of a company 10 
manufacturing home appliances. Your company 
has launched a new product. Write a circular 
letter to prospective customers to boost its sales. 
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5. 	Write a letter to the Municipal Corporation about 10 
the sanitation problem in your colony requesting 
them to take necessary action for its improvement. 

	

6. 	Describe the types of report based on the length 10 
and explain their features briefly. 

7. What are the common problems in writing a 5+5 
precis ? Write a precis of about 100 words on 
'Information Technology Revolution in India". 

8. Distinguish between any two of the following : 5+5 
(a) Motion and Resolution 

(b) Interruption and Adjournment 

(c) Money order and Postal order 

(d) Report and Precis 

	

9. 	Write short notes on any two of the following : 5+5 

(a) Amendment 

(b) Notice of the meeting 

(c) Publicity 

(d) Dunning letter 
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(d) 	 1:1q.  (Dunning letter) 
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