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ASP-001  

BACHELOR'S DEGREE PROGRAMME 

Term-End Examination 

June, 2019 

(APPLICATION ORIENTED COURSE) 

ASP-001 : SECRETARIAL PRACTICE 

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

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

1. Who can be a practising company secretary as 

per the Company Secretaries Act ? Elaborate. 	10 

2. Describe different stages of the preparation and 

conduct of a meeting. What is the role of the 
secretary in this regard ? 	 5+5 

3. What is a motion ? How does it reach to the stage 
of a resolution ? Explain the process involved. 	5+5 

4. Explain various kinds of company meetings. 	10 
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5. (a) "Office letters are regarded as silent 

ambassadors of business." Elaborate with 

suitable examples. 

(b) Write a letter to M/s XYZ, Delhi, requesting 

for obtaining the agency of electronic 

products. 5+5 

6. Describe briefly different uses of postal services. 	10 

7. You are the Secretary of Residents Welfare 

Association of Mayapuri, Delhi. Write a letter to 

the Municipal Corporation about the poor street 

lights in your colony requesting for remedial 

action. 
	 10 

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

(a) Secretary of a co-operative society 

(b) Agenda of a meeting 

(c) Publicity 

(d) Report writing 
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