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BACHELOR’S DEGREE PROGRAMME
(BDP)
Term-End Examination
December, 2023
ASP-01 : SECRETARIAL PRACTICE

Time : 2 Hours Maximum Marks : 50

Note : Attempt any five questions. All questions

carry equal marks.

1. “A secretary nowadays is an indispensible part

of any organization.” Discuss. 10

2. Define company secretary as per Section 2 (45)
of the Companies Act. Discuss his/her legal and

actual positions in the company. 2+4+4

3. Describe the powers and duties of a chairman of

the meeting. 10

4. Discuss basic  principles of  business

correspondence. 10
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5. (a) Write a letter to Messers Modern Book
Depot, Meerut requesting them to send the
catalogue of their recent publications for

B. Com. courses. 5

(b) Write a letter to the Manager Punjab
National Bank, Nehru Place, New Delhi

regarding delay in collection of the cheque

you deposited a week ago. 5

6. Highlight the importance of postal services in

running a business. Give suitable examples. 10

7. What is meant by a report ? Discuss any two

statutory reports of a company. 2+8
8. Write short notes on any two of the following :
5+5
(a) Notice of the meeting
(b) Publicity materials
(¢) Agency letters

(d) Précis writing
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e : fF= gier g9 & I SifoT g9 g9 &

37 T &

1. “orerRe fordt ot Wed A wfwa @ gfuen
smaferd 21" faa=m ®ifvw) 10
2. HEAT AMEH HT U 2(45) & ATER HEA!
gfag w1 gRwfog Sifswl s 5 S9!
e iR ardfas feafaal o1 fad=m sifsu

2+4+4

3. W & oremy & USSR FedeAl 1 AU
IS 10

4. FEHIUH 99 HIeR & qa fagrd 1 fae=m
IS 10
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