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BACHELOR’S DEGREE PROGRAMME

<t
(_’3 Term-End Examination
N June, 2016
)
(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. Whois a ‘Secretary’ ? What are the qualifications 2, 8
of a secretary ?

2.  Define the term ‘quorum’. What happens if there
is no quorum at a meeting ? Can one person
constitute the quorum of ameeting ? Give reasons
in support of your answer. 2,6,2

3. As the General Manager of Manica Steel 10
Enterprise, write a letter to the Regional Manager
of State Bank of India to open an Extension
counter in the premises of your company.

‘4.  Define the term ‘motion’. What are the conditions
to be satisfied for a valid motion ? How can a
motion be withdrawn ? 2,6,2
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5.  What is statutory meeting ? Briefly explain the
provisions of the companies Act, 1956 relating to
statutory meeting.

6.  What is an office report ? Explain various kinds
of office reports in brief.

7. “A good business letter is one which is clear and
brief”. Explain this statement and discuss any
six principles of letter writing.

8.  Write short notes on any two of the following :
(@) Duties of Company Secretary
(b) Powers of chairman of a meeting
(c) Minutes of a meeting
(d) Characteristics of a good precis.
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Taeh SUIfEr HdhH
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IA, 2016
(HATRAF UIGTHT )
TUE.-1 : ufada wrugia
qaq ;2 gue Sifermad 3% : 50
( FoT T 70%)
- e fEE uia 3 & I ffaw ) @it T & o1 @ErT
&

1. a8 #ed €2 s ufes 29 & fou savas
Argand a1 € 2 saren ST 2,8

2. &I (quorum) Vg &I URww dfsw) Ife fed
[ H A T T E A 1 S 8?7 9 UE Al Q
I 0 & FHAT ] ? 9 IW F 981 § 9w o
s ' 2,6,2

3. Hif e Lol (MRS & IR 95/ & 919 o9 w10
T o e & qorel ISR Y oo H ¥
IR ¥ e fawdtol w8 (Extension counter) @M
% fow s x fafau)
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4. ‘9@’ (motion) I H it ATl TH Ay
& ¥ fore o ol B AR S § 7 U g

= fFg yR Ty forn w1 gt §2

2,6,2

5. wifafus gu @ F aced 2 Fifafas 99 F 999 2, 8
B gyt srfufrm, 1956 & TEUM H1 Ser@ SIS |

6. TH HEeE fe 4 o aed 8?7 Falc A & 2, 8

fafir= yri =1 Ga9 o saren S|

7. ‘U 3= AGHIEE T 9% B ¢ SiiE GEE W 4 6
Wi 21 39 U H RS HITST a1 T R

¥ fol ©: fagial & fag=m FifSw)

8. Trafafaa o 4 fordl @ W dfka feoforat fafew -

(@)
(b)
(©

(d)
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[ & HEGA (minutes)
T3 Hae Fi ferdead
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