No. of Printed Pages : 4 ASP-1

BACHELOR’S DEGREE PROGRAMME

Term-End Examination

03302

June, 2011

(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.  Describe the procedure relating to appointment 5, 5
and dismissal of a company secretary.

2. (a) What is a statutory meeting ? State its 5,5
purpose.

(b) State the contents of a statutory report.

3.  Write a letter to Sun India (P) Ltd., manufacturing 10
computers requesting them to grant you an agency
in your city for the sale of their products.

4. Explain the duties which a company secretary is 10
expected to perform before the Annual General
Meeting of a company.
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5. (a) Discuss the meaning and objectives of
minutes. 55

(b) Distinguish between minutes and report.

6. (a) What is meant by ‘Order of Business’ in a
meeting ? Who determines it ? 4, 6

(b) Briefly explain administrative and executive
functions of the secretary of a government

department.
7.  Describe the duties of the chairman of a meeting. 10

8.  Write short notes on any two of the following 5,5
(a) Quorum
(b) Business Reply Cards and Envelopes
() Proxy
(d) Stages in Report Writing

9.  Explain the basic principles to be kept in mind 1¢
while drafting a business letter.
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