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BACHELOR'S DEGREE PROGRAMME 

Term-End Examination 
O 

June, 2014 

(APPLICATION ORIENTED COURSE) 
ASP-1 : SECRETARIAL PRACTICE 

Time : 2 hours 	 Maximum Marks : 50 

(Weigh Cage : 70%) 

Note : Attempt any five questions. All questions carry equal 

marks. 

1. Describe the qualifications and personal traits of 10 
a private secretary. 

2. What is meant by a meeting ? Describe the 2+8 
requisites of a valid meeting. 

3. Discuss the requisites to be fulfilled to ensure 10 
validity of company meetings. 

4. What is meant by 'motion' ? State the necessary 2+8 
conditions for a valid motion. 

5. Explain the essentials of a good letter. Why is 8+2 
proof-reading considered necessary ? 

6. Write a letter to a manufacturer of lady garments 10 
requesting him to send his catalogue and the 
conditions of their supply. 
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7. Give an overview of different postal services. 	10 

8. "Reports are used as tools of communications in 10 
an organisation" Elaborate. 

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

(b) Adjournment 

(c) Precis 

(d) Quorum 
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7. 	fdf 	ar3 a-)1 Icwilao ch-t 	 10 

8. "prat frfte ---1'71-zfrrf#1).-Eurr 	1.) Trm-it c\ti 
	10 
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9. F-14-ircirt5ci Al A7-7: ).-117 •R-TtTr 	 : 5+5 

(a) #q1)11-9-  (amendment) 
(b) TQF-19.  (adjournment) 
(c) -41 (precis) 
(d) (quorum) 
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