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BACHELOR’S DEGREE
PROGRAMME (BDP)
Term-End Examination

December, 2025

ASP-01 : SECRETARIAL PRACTICE

Time : 2 Hours Maximum Marks : 50

Note : (i) Attempt any five questions.

(it) All questions carry equal marks.

1. Highlight the importance of secretarial
work. Describe the essential qualifications of
a Secretary. 4+6
2. Explain the meaning of ‘Practising Company
Secretary’ in the light of Section 2(2) of the

Companies Secretaries Act, 1980. Discuss
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the areas of practice include under
Companies (Amendment) Act, 1988. 3+7

3. Explain the role of Secretary in the
preparation for conducting a meeting. Give a
specimen of notice of an annual general
meeting. 5+5

4. What 1s meant by amendment ? List the
general rules regarding amendments.  3+7

5. Describe the different types of company
meetings. What 1s meant by statutory
meeting and what is its purpose ? 4+6

6. (a) You are the owner of a retail outlet for

the readymade garments. Write a letter
to Messers XYZ, Kolkata placing order
for the following :

(1) 50 pcs baba suits

(1) 100 pcs ladies night gowns
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Request them to send the goods as soon
as possible along with the invoice after
deducting 5% discount. 5
(b) You have supplied the electrical goods
of the value of ¥ 10,500 to Messers XYZ,
Chandni Chowk, Delhi but they have
not made the payment. Write a dunning
letter requesting them to make the
payment immediately. 5
7. What is meant by a report ? Explain its
importance. List the main contents of the
report . 2+3+5
8. Write short notes on any fwo of the
following : 5+5
(a) Quorum
(b) Publicity materials
(c) Postal services
(d) Precis writing
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T (i) T gier 999 & S 9T
(ii) G4 go & 37 GHT & 1

1. Gfad &R & Ted W YHRT Sifaq | afed i
ATEYIe Al 1 Ui SHifey | 4+6
2. St gua rfufem, 1980 st & 2(2) & Hed
§ ‘ogagrEt ol gfea’ w1 31 T wifsm
Frl Wiad & fau we (SeeE)  sAfufrem,
1988 Hfed HTE™ & &5 hi AT HIT | 3+7
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3. 9l & Harer § "fea 1 yfiert 1 T Sifse |
It TR Wl & AfeH 1 Irey of ST 545

4. GENHA 1 FA1 AL ¥ 2 GEeA & fovE § |ee
et 1 gt wifsa 3+7

5. fafv= yeR &t FE |wisli w1 9 Hifee |
qifafyer I &1 F1 1 § IR THR T FASH
BT ? 4+6

6. (%) T EHS a& & Gl Il &5 & @
g1 THd XYZ Hiehl hl T 95 faeey,

TAfefe aRgetl 1 STe ST :

(i) e PS50

(i) wfEen e MST—100 7
379 T *IfST fF 9 5% B FHew dieth
G & WY Seal | Sied! 99 S | 5
(@) A9 q9d XYZ, =i 9en, fooet &
% 10,500 % IoIfRgeh WMM &1 YR i Tl
IR SHHT P T Tk TG A ¥ 1 SR
T qohle 1 T3 foleehy TaM qad e
EESSEAISE 5
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