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BACHELOR’S DEGREE PROGRAMME

': Term-End Examination

52 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. Whois 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 1q
Welfare Association (RWA). How will you
prepare for the annual general meeting of the
association ?

4. You are the general manager of a company 1¢
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 : 545
(@) 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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T : (i) frdT vl 791 & I farag
(i) T F91 & o7 @urT &1

1. ufvd $F SR ? T Geen ¥ afgda w& % qe 2+8
1 A BT

2. ot wfea ffd wed 82 FOt fufem & agem 2+8
T& HUt 9feg 91 % faw s wifafus draad
EavEE €2 999 ¥ faa=m sifsu

3. WA s fF eme ww e weam @ RwA) & 10
gfag €1 39 SHH! T1ffer FruRe w9 ¥ faw 39
i w42

4. Y N UHE §9H del Th S F TRA TR 10
T 39 Y HYA A T T IS T TR R 5
% forsht ! srgran <7 & fag ema v aRad (circular)
39 % sTafara el o o AR Hifsw |
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5. 3O HicH d Afiewy THEN & Heiy | Fitad 10
frm N s T fafan f5ad 39 % gur & fau s
AT BT HI W F TR R

6. a3 R R e w10
% Rt %1 frdrand s

7. AR H R G TRl S T R USa € 2 5+5
“ e B gl ThATeS STidier || W 100 TSl H TR
ey fafaw|

8. fTrafafea # @ fadi 1 # e T : 5+5
(a) &E (Motion) T Hehed (Resolution)
(b) THAUN T A
(c) Wl ST qUT IR TS
(d) TR qen Gewo

9. frafafiaa # @ feredl & W dftra femforat fafae : 545
(a) HEEA
(b) | w Afew
() ¥R
(d) e F T (Dunning letter)
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