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BACHELOR’S DEGREE PROGRAMME

r
8 Term-End Examination
5 June, 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.

1. Who can be appointed as a company secretary ? 5, 5
Draft a suitable resolution for the appeintment of
Mr. Kapil Singh as the Secretary of Sunny
Industries Ltd.

2. What are office reports ?  Why are they
prepared ? What are the essentials of a good office
report ? 2,35

3. What is Annual General Meeting of a company ? 2, 8
Explain the legal provisions relating to Annual
General Meeting.
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4.  Differentiate between any two of the following : 5, 5
(a) Agenda and minutes
(b) Motion and resolution

(c) Money order and postal order

5. Discuss the general rules that govern the 5,5
discussions and debates in a meeting. How can a
debate be interrupted ? Explain briefly.

6.  Explain the Powers of Chairman of a meeting to 10

conduct the meeting smoothly.

7. Define the term ‘quorum’. Explain the rules 2+8
regarding quorum of shareholders” meeting of a
public limited company.

8. A customer has failed to make payment despite 10
three reminders. Write a letter to him to initiate
legal action if he does not clear his dues within a
fortnight.

9.  Write short notes on any two of the following : 5, 5
(@) Methods and Procedures of voting in
company meeting
(b) Proxy
(c) Administrative duties of a secretary
(d) Sales letters
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