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BACHELOR'S DEGREE PROGRAMME 

Term-End Examination 

June, 2015 

(APPLICATION ORIENTED COURSE) 
ASP-1 : SECRETARIAL PRACTICE 

Time : 2 hours 	 Maximum Marks : 50 

(Weigh tage : 70%) 

	

Note : (i) 	Attempt any five questions. 

	

(ii) 	All questions carry equal marks. 

1. "The indispensable nature and importance of a 10 
secretary in an organisation can hardly be 
disputed". Elaborate. 

2. How is the secretary of a government department 5+5 
different from the secretary of an association ? 
Compare their modes of appointment and duties. 

3. What is meant by notice for a meeting ? Describe 2+8 
different aspects of a notice in the context of 
convening a meeting. 

4. Explain the meaning of a motion. Describe the 
general rules for the amendment of a motion. 
When does it change into a resolution ? 	2+6+2 

5. Outline the duties of a company secretary before, 10 
during and after the company meeting. 
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6. 	Describe important features of a business letter. 
Write a letter to M/s XYZ, Allahabad informing 
about launching a new series of apparel by your 
company. 

4+6 

	

7. 	What is meant by 'publicity' ? Describe different 2+8 
forms used for publicity. 

	

8. 	Differentiate between any two of the following : 5+5 
(a) Advertisement and news item 
(b) Post box and Post restante 
(c) Report and minutes 

	

9. 	Write short notes on any two of the following : 5+5 
(a) Agenda 

(b) Quorum 

(c) Precis writing 

(d) Statutory company meetings 
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