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O 	BACHELOR'S DEGREE PROGRAMME 

O 
00 	 Term-End Examination 

June, 2012 

(APPLICATION ORIENTED COURSE) 
ASP-1 : SECRETARIAL PRACTICE 

Time : 2 Hours 	 Maxhitum 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. 

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. 	What is Precis ? Describe the problems is writing 10 
a Precis. 

	

8. 	Distinguish between the following : 	 5+5 

(a) 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 

ASP-1 	 2 



7.TTA.-1 
inn 3GTf~€T cnitisto4 

an 

2012 

otfc1Wlitich 141ckeish1-1 

: ifaa1q ch144.2g1i 

77 : 2 "hiu 	 31fg/Wdli 37.W.  : 50 

(mac 	70%) 

Trgfr TR71 atw Fp;75.  

1. 4,16-1 	 10:r,73ff 10 

auk .4f- 

2. -TE191.sqr-9--q 	Trtf-a-rw 	iI4-11.-44 AT-zr-d-r4 	-Frtz 5+5 

3. TNT T :Err 3TO t ? f-*7:ft 44 Triu 	aTraFrw qici 2+8 

'g 	ircno 

4. tich Ifq ffftN4 	3-7471-7 	Iffkirff 10 
auk 

5. 717 t 	3th trr-9-z4 	TLF--4-44 	f-7:11-  5+5 
miT4 trq 	51Itc 	fffftf7 I 

ASP-1 	 3 	 P.T.O. 



6. 	3Tc14 4c11 	TERN -qi-dtIT 	rcl 	ch TN f@tiR I 	10 

	

7. 	Tf4crur 	 t? -{:0-crurf-o-r§A 31-r4 	Trgirr3ff 	10 

c4fi&s.,4r --11-771 
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(a) W1-1=1 
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