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BACHELOR'S DEGREE PROGRAMME 

. (BDP) 

Term-End Examination 

June, 2020 

ASP-01 : SECRETARIAL PRACTICE 

Time : 2 Hours 	 Maximum Marks : 50 

Note : Attempt any five questions. All questions 

carry equal marks. 

1. How is a practising company secretary different 

from a company secretary ? Explain Companies 

Secretaries Act, 1980 and Companies 

(Amendment) Act, 1988 applicable to practising 

company secretary. 2, 4, 4 

P. T. O. 
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2. What is a meeting ? Describe briefly the role 

of secretary in arranging a successful 

meeting. 	 2, 8 

3. What is meant by motion- ? Explain the 

conditions necessary for' a valid motion. How 

can a motion be amended ? 	 2, 4, 4 

4. You are Secretary of Messers -  XYZ, Synthetic 

Polymers Limited, Hyderabad. Write a notice 

and agenda of the first Board Meeting of the 

company. 	 10 

4 

5. How can business correspondence be made 

more effective . What are the different 

components of a business letter ? 	5, 	5 
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6. (a) Write a letter to the Post Master General 

Allahabad requesting for a telegraphic 

address : Bookmarks, Katra, Allahabad for 

a year. 5 

(b) As a Secretary Residents Welfare 

Association Freedom Fighter Colony, Neb 

Sarai, New Delhi, write a letter to the 

South Delhi Municipal Corporation for 

improving sanitary conditions. 

7. What is meant by a report ? What is its 

importance ? Describe essentials of a good 

report. 
2, 4, 4 

P. T. O. 
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8. Write short notes on any two of the 

following : 	 5, 5 

(a) Role of Secretary 

(b) Quorum 

(c) Postal services 

(d) Precis writing 
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3. Si is 	f Azir aiEt t ? ti 3Rgra 

3Tr4FTW WitItIEZ Th,NRI ARM 4 Tisiltri 

rcht.1 meta r 	1f 3n tichn1 t ? 	 2, 4, 4 
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