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ASP-01 : SECRETARIAL PRACTICE

Time : 2 Hours Maximum Marks : 50

Note : Attempt any five questions. All questions

carry equal marks.

1. Discuss desirable qualifications and duties of

the private secretary. 4+6

2. Discuss the duties of chairman in conducting

the meeting. 10

3. Explain the precautions to be followed while
drafting the minutes of a meeting. How are the

minutes confirmed ? 8+2

P.T.O.
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What are the essentials of a business letter ?

Explain the considerations to be followed while

writing a business letter. 5+5

You are the proprietor of Hosiery House,

Chowk, Prayagraj. Write a letter to Messers

XYZ, Parade Ground Street, Kolkata placing an

order for the following items : 10

(a) 50 pcs of Baba suits of different colours—
Item no. 27 of the catalogue.

(b) 50 pcs of ladies night gowns—Item no. 49
of the catalogue.

(¢) 10 pcs of girls skirts—Item no. 52 of the
catalogue.

You have been appointed as publicity manager
of a newly established Event Management
Enterprise. Discuss various strategies you take

to promote the enterprise. 10
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7. What 1s a précis ? Discuss the method of
writing a précis. What are the likely problems

one usually faces in writing it ? 2+4+4
8. Write short notes on any #two of the

following : 5+5

(a) Agenda

(b) Proxy

(¢) Advertisement

(d) Report writing

P.T.O.
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