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BACHELOR’S DEGREE PROGRAMME
(BDP)
Term-End Examination
June, 2024
ASP-01 : SECRETARIAL PRACTICE

Time : 2 Hours Maximum Marks : 50

Note : Attempt any five questions. All questions carry

equal marks.

How is secretary of a government department
appointed? Discuss his/her administrative and

advisory functions. 5+5

What are the statutory qualifications that a company
secretary must possess ? How is his/her
appointment made ? 8+2

Describe the duties of a secretary before and after
the meeting. 10

(a) Write a letter to messers modern pottery
House, 40 main road, Kolkata regarding the

receipt of two broken tea sets received in the
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consignment sent by them and request to
adjust the amount in the next bill.

(b) Write a letter to the manager, Bank of India,
Nehru Place for issuing a letter of credit in
favour of XYZ, Frankfurt, Germany for Euro
10,000 in correction with the import of
industrial machinery. 5+5

You have been appointed public relations manager

by an event management company. Explain how

will you proceed to publicise the company’s

activities. 10

Explain general guidelines for preparing a report.

Give an illustration of the market survey report

prepared by the marketing manager for the company

dealing in the manufacture of ladies garments.
5+5

What is meant by precis ? Describe the

characteristics of a good precis. 2+8

Write short notes on any two of the following :

5+5

(a) Motion

(b) Postal remittance services.

(c) Methods of voting in a meeting.

(d) Dunning Letter.
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