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LOQ BACHELOR’S DEGREE PROGRAMME
o0

— Term-End Examination

(@)

December, 2013
(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.

What are the qualifications of a company 5,5
secretary ? What are his duties towards the
shareholders of the company ?

Define a meeting. What are the requisites of a
valid meeting ? Distinguish between public

meeting and private meeting. 2,53
Explain different types of reports. 10
Briefly explain the following statements : 5.5

(@) “Minutes are the most important records of
the meeting of a company”.

(b) “A good sales letter should attract the
attention of a prospective customer”.

State the minimum number of members required
for quorum of a public limited company. How
is quorum computed ? Under what
circumstances can one person constitute quorum
of a company ? 2,3, 5
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6. Define resolution. How does it differ from a
motion ? What is the effect of resolution as regards
members ? 2,4,4

7. Write a letter to an old customer from whom no 10
order has been received for a long time.

8.  Explain the basic principles of correspondence. 10

9.  Write short notes on any two of the following: 5,5
(a) Proxy
(b) Dunning or collection letters.
(c) Notice of a meeting.
(d) Adjournment of a meeting.

ASP-1 2



T.UE. -1

dek U ST
R EIGIRC R
feuraw, 2013

( ATERHASR TGIEHT )
TUAGL-1 : Afuda swrdugla

qHg ;2 qU2 3 3iF : 50

( FET F 70%)

i : foFal gia 9991 & I feif@q | ot g & 3k @HIT &1

1.

T Gied 1 #41 AFgard el § 2 hEA o IR 5, 5
il & ufd 3% 1 Fded © 2

[T 1 gifed wifse) foet 3y 9w & fow ==
AEYIFRA Bl § 2 GrasTeh 99T 3R =i 991 &
T SRR TTE FAC 2 B

fafysr faaret 1 9viF Fifsa 10

fr=fafaa sraaa =t 9iaa 9§ T S 5,5

(a) et STt it | 1 FHRIGT Fais Teeryol
g g

(b) T 37=s1 foskias Te BT =nfen fof o wenfea
e 1 AT TehTUd HL Hh |

Tt Treeifer Pt & SIRA & fog wew =t <Ay
& 1 AT 8T 7 HRY H M fRE YER Hi
St 7?7 foa aftfefaal o oo+t @1 w9 Fad T
e & & Thai ¢ 7 2 8.5

ASP-1 3 P.T.0;



6. Hhey i giume fafgwy 98 v A 59 yar e
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