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ASP-1 : SECRETARIAL PRACTICE

Time : 2 Hours Maximum Marks : 50

Note : (i) Attempt any five questions.

(ii) All questions carry equal marks.

1. Discuss essential qualifications of a secretary.

Describe his/her role in an organisation. 5+5

2. What is meant by a meeting ? Discuss the

requisites of a valid meeting and the rules

governing them. 2+4+4

3. What is the importance of minutes of a

meeting ? Describe briefly the points to be

followed while drafting the minutes. 2+8
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4. List different kinds of company meetings.

Discuss any two in detail. 3+7

5. Explain the basic principles of correspondence.

Illustrate your answer with suitable examples.

10

6. (a) Write a letter to messers XYZ, Sadar

Bazar, Delhi for sending the quotations of

the readymade garments for ladies. 5

(b) Write a letter to the Superintendent,

Railway Parcel section, New Delhi station,

New Delhi making a complaint about the

non-delivery of the parcel of the books you

sent on June 18, 2019 to Messers Modern

Book House, University Road, Allahabad.

5

7. You have been appointed the publicity manager

of a newly established event management

company. Describe various steps you will take

in popularising your company. 10
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8. Distinguish between the following : 5+5

(a) Motion and Resolution

(b) Money Order and Postal Order

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

5+5

(a) Position of a company secretary

(b) Role of the chairman of a meeting

(c) Telegraphic communications

(d) Office reports
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