No. of Printed Pages : 6 ASP-001

BACHELOR’S DEGREE PROGRAMME
Term-End Examination

June, 2021
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ASP-001 : SECRETARIAL PRACTICE

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

Note: Attempt any five questions. All questions carry

equal marks.

1. How is the Secretary of a government
department different from the Secretary of an
association ? Compare the roles and functions of
the two. 248

2. Describe the role of the Secretary in the
preparation and conduct of a meeting to ensure
its success. 10

3. Distinguish between motion and resolution.
Discuss different types of resolutions that may be
passed at the general meeting of a company. 248
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4, “Office letters are regarded as the silent

ambassadors of business.” Elaborate. 10

5. You have been appointed as publicity manager of
a newly launched “Event Management” company.
How will you proceed to discharge your duty
effectively ? 10

6. (a) You are the public relations officer of an
export house. Write a letter to the Post
Master General, General Post Office,
Jaipur for allotting you a telegraphic

address.

(b) Write a letter to the Station Master, New
Delhi  Railway  Station about the
non-delivery of your books parcel to
M/s Modern Book House, Patna even after
a month. 5+5

7. (a) As the Secretary of Residents Welfare
Association, Saket, New Delhi, Write a
letter to the Delhi Electric Supply
Undertaking about frequent load shedding

in your area.

(b) In the capacity of Secretary of the NGO,
“Education for Everybody”, write a letter to
the Director of Education, Delhi
Government for opening a Primary School
in Sanjay Nagar Colony. 5+5
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8. Write short notes on any two of the following : 5+5
(a) Quorum
(b) Minutes
(c) Report

(d) Precis

ASP-001 3



T.TE.9T.-001

TTaeh IUTEY HTIIHH
FATa qaern
A, 2021
(SATEHAS UTSTHA)
. UH.W.-001 : Gireia sEugha
g5y : 2 g2 SeTHTHT 3 : 50
(PT 9 : 70% )
Tie: [Fa gig g9 & I Ffaw | gt g & o7

gqT & |

1. R faum 1 afba feret geen % af=a @ forg
yhR T grar g 2 aFi h1 gfieer 3R ®El H
qeMT AT | 2+8

2. forell @ 1 Therar I gHfTad S & fore 3Eeht
TR 3R 39k gaeH | dfea i fieRT 1 quiH
HIT | 10

3. Y& 3R Hehed ¥ fawe hifve | 37 fafie yrR
Hehedl b1 foreem HIfST <1 wsh et st Emamo
g § gy foham =m weh | 2+8
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4.

“earaETiies 9 S % Heh Usigd WA 1A § |7
AT HY |

“SEihA JEY S Tk 5 HUA] T hl TS 7
o 9 TR ey & | A9 hdedl ol 319
JHTE @7 ¥ T JshR 9T Rl 2

(%) o & fEfdE % SH-Eus e §
MY qIEe. AR SR, J9H 86 B, QX
ol Tk I3 for@ent Iefiunftrer war faffa &=

T IWE I |

(@) wIA Aiegsh, T8 gl od weF & & ™
foree firpra difse foh oo g fed Ated
b BI3T, TS i WS T Gk IHA Th
g wveTd o TE ugE R |

(%) SMETE HeAT FE, Aiehd, T3 gl & afea
1 efeer @ fogt forgd e whw Bt T
forgeRt 21ueh & ° SR-aR dre-fen (forqa-
=ggM) = Reera Hife |

(@) “fren gesh faw” Jme W-AHR T &
afea i afeaa & fren freees, fogt ar =
T T3 foT@e T TR SHidHl T Uh qEad
el GieH 1 AWE HIT |

10

10

5+5

5+56
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