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BACHELOR’S DEGREE PROGRAMME
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(APPLICATION ORIENTED COURSE)
ASP-1 : SECRETARIAL PRACTICE

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

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

1.  Describe major roles of the secretary working in 10
a modern organisation.

2. Explain the statutory and general qualifications 5+5

of a company secretary.

3. What is meant by a meeting ? Outline the 2+8
requisites of a valid meeting.

4.  Explain briefly the basic principles followed in 10
writing a business letter.

5.  Enumerate the advantages and disadvantages of
form letter . Give the format of a form letter. 5+5
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6.  Write a letter to your bank requesting to provide 10
you the credit facility.

7. Whatis Precis ? Describe the problems is writing 1¢
a Precis.

8.  Distinguish between the following : 5+5
(@) Minutes and report of a meeting.

(b) Adjournment and postponement of a
meeting.

9. Write short notes on any two of the following :  5+5
(a) Quorum
(b) Resolution
(c)  Precis writing
(d) Bill of exchange
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