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December, 2018 

(APPLICATION ORIENTED COURSE) 

ASP-001 : SECRETARIAL PRACTICE 

Time : 2 hours 	 Maximum Marks : 50 

(Weightage : 70%) 

Note : Attempt any five questions. All questions carry equal 
marks. 

1. "A private secretary is supposed to be an all 10 
rounder." Explain the duties of Private Secretary. 

2. Explain legal position of a company secretary. 
Describe his statutory and general duties. 	4+3+3 

3. What is the significance of minutes of meeting ? 
Describe briefly drafting of the minutes of 
meeting. 	 2+2+6 

4. Explain the role of Chairman and his powers and 6+4 
duties. 

5. What are the necessary principles of a business 5+5 
letter ? Outline ten commandments of a good 
business letter. 
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6. (a) You are an exporter of ladies and children 5+5 
garments. Write a letter to M/S XYZ, 
Allahabad requesting for sending their 
catalogue, price list and terms and 
conditions for the supply of goods. 

(b) Write a complaint to the Superintendent, 
Railway Parcel Section, New Delhi station 
about the non-delivery of your parcel sent 
to M/S XYZ, Kolkata. 

7. You Plan to open an "Event Management" 10 
Company. Describe how as a Manager of the 
company you will publicise it using various 
methods of publicity. 

8. Write short notes on any two of the following : 5+5 
(a) Secretary of a Government Department 

(b) Resolution 
(c) Use of Postal Services 
(d) Report Writing 
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