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 ASP-01  

BACHELOR’S DEGREE PROGRAMME 

(BDP) 

Term-End Examination 

December, 2022 

 

ASP-01 : SECRETARIAL PRACTICE 

Time : 2 hours                            Maximum Marks : 50 

Note :   Attempt any five questions. All questions carry 

equal marks. 

1. Who is a Secretary ? Discuss the role of a 

Secretary. 4+6 

2. Who can be a Company Secretary ? Discuss the 

legal and actual position of a company secretary.  2+8 

3. Outline the classification of meetings. Describe 

the requisites of a valid meeting.  4+6 

4. Describe different methods of voting.  10 
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5. (a) Explain the essentials of a good report.    5 

 (b) Explain the essential features of a business 

letter.      5 

6. You are the proprietor of Modern Book Depot, 

Chawri Bazar, Delhi. Write a letter to Messrs 

Modern Publishers, Paltan Bazar, Meerut for 

sending their latest catalogue of the commerce 

books.     10 

7. You are the partner in Advanced Software 

Company, Chandni Chowk, Delhi. Your company 

wants to import software for managing data from 

Messrs XYZ, Frankfurt, Germany. Write a letter 

to the Manager, Punjab National Bank, Chandni 

Chowk, Delhi for issuing a Letter of Credit in 

favour of XYZ, Frankfurt, Germany for an 

amount of Euros 15,000 only. 10  

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

(a) Types of Resolutions 

(b) Minutes of the Meeting  

(c) Public Relations 

(d) Precis 
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 E.Eg.nr.-01  

ñZmVH$ Cnm{Y H$m`©H«$_ 
(~r.S>r.nr.) 

gÌm§V narjm 

{Xgå~a, 2022 

 

E.Eg.nr.-01 : g{Mdr¶ H$m¶©nÕ{V 

g_` : 2 KÊQ>o  A{YH$V_ A§H$ : 50 

ZmoQ> :  {H$Ýht nm±M àíZm| Ho$ CÎma Xr{OE & g^r àíZm| Ho$ A§H$  
g‘mZ h¢ & 

1. g{Md H$m¡Z hmoVm h¡ ? g{Md H$s ^y{_H$m H$m {ddoMZ 

H$s{OE &  4+6 

2. H$ånZr g{Md H$m¡Z hmo gH$Vm h¡ ? H$ånZr g{Md H$s 

d¡Ym{ZH$ Am¡a dmñV{dH$ pñW{V`m| na {ddoMZm H$s{OE &  2+8 

3. g^mAm| H$m dJuH$aU Xem©BE & d¡Y g^m Ho$ {bE Amdí`H$ 

eVm] H$m dU©Z H$s{OE &    4+6 

4. _VXmZ H$s {d{^Þ {d{Y`m| H$m dU©Z H$s{OE &   10 
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5. (H$) AÀN>r [anmoQ>© H$s A{Zdm`©VmAm| H$mo ñnîQ> H$s{OE & 5  

(I) ì`mdgm{`H$ nÌ Ho$ A{Zdm`© VÎdm| H$mo ñnîQ>  

H$s{OE &  5 

6. Amn _m°S>Z© ~wH$ {S>nmo, Mmd‹S>r ~mµOma, {Xëbr Ho$ ñdm_r  

h¢ & _¡gg© _m°S>Z© npãbeg©, nbQ>Z ~mµOma, _oaR> H$mo EH$ 

nÌ {bIH$a CZgo H$m°_g© nwñVH$m| H$m ZdrZV_ gyMrnÌ 

^oOZo H$m AmJ«h H$s{OE & 10 

7. Amn ES>dm§g²S> gm°âQ>do`a H$ånZr, Mm§XZr Mm¡H$, {Xëbr _| 

nmQ>©Za h¢ & AmnH$s H$ånZr S>oQ>m Ho$ aIaImd Ho$ {bE _¡gg© 

XYZ, \«¢$H$\$Q>©, O_©Zr go gm°âQ>do`a H$m Am`mV H$aZm 

MmhVr h¡ & _¡ZoOa, n§Om~ ZoeZb ~¢H$, Mm§XZr Mm¡H$, 

{Xëbr H$mo EH$ nÌ {bIH$a XYZ, \«¢$H$\$Q>©, O_©Zr Ho$ nj 

_| 15,000 `yamo _mÌ YZam{e H$m boQ>a Am°\$ H«o${S>Q> Omar 

H$aZo Ho$ {bE àmW©Zm H$s{OE &   10 

8. {ZåZ{b{IV ‘| go {H$Ýht Xmo na g§{jßV {Q>ßn{U¶m±  

{b{IE : 5+5 

(H$) g§H$ën Ho$ àH$ma   

(I) g^m H$m H$m`©d¥Îm 

(J) OZ-gånH©$ 

(K) ào{gg 

 

     


