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BACHELOR’S DEGREE PROGRAMME
Term-End Examination

December, 2008

(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. What do you mean by private secretary ? What are
the qualifications and duties of the private
secretary ? 2,4,4

2. Explain the meaning of minutes of a meeting.
Outline the precautions to be followed while
drafting the minutes. How are the minutes
confirmed ? 2,6, 2

3. Explain briefly the requisites of a company meeting.
Under what circumstances is ‘“‘Resolution requiring
special notice” required ? V © 6,4
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4. Discuss the basic principles to be followed in
drafting a business letter. 10

5. (a) Write a letter to Messrs. XYZ, Kolkata
intimating them about the despatch of the
consignment by your company.

(b) Write a dunning letter to Messrs. XYZ,
Allahabad. 55

6. Define report. Explain the importance of reports.

Distinguish between formal and informal reports.
2,6 2

7. What is a precis ? Explain the characteristics of a

good precis. N 2,8
8. Describe briefly importaht postal services. 10
9. Write short notes on any two of the following : 5, 5

(@) Practising company secretary
(b) Proxy
(c) Agenda

(d) Business reply cards and envelopes
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