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BACHELOR’S DEGREE
PROGRAMME (BDP)
Term-End Examination
June, 2025

ASP-01 : SECRETARIAL PRACTICE

Time : 2 Hours Maximum Marks : 50

Note : Attempt any five questions. All questions

carry equal marks.

1. Define the term ‘Company Secretary’ as per
the Company Secretaries Act, 1980. List the
areas of practice specified in the Act for a
practising company secretary. 2+8

2. Who is a chairman of a meeting ? Explain

the powers of the chairman. 2+8
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3. What is meant by an amendment ? How can
an amendment be brought to an original
motion ? List the general rules that should
be adhered to while dealing with an

amendment. 243+5

4. Explain the meaning and importance of the
minutes of a meeting. Outline the
precautions to be followed while drafting the

minutes. 248

5. (a) You are the Company Secretary of
Messers XYZ. Prepare a specimen of
notice for the annual general meeting of

the company. 5

(b) You are the Secretary of a company
Hightech Private Ltd. Prepare a
specimen notice and agenda of the first

board meeting. 5

6. Taking an appropriate example, describe
arrangement of different parts of a business

letter. 10
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7. What 1is a précis ? [Explain the
characteristics of a good précis. What are
the problems faced in writing a précis ?
2+4+4
8. Write short notes on any two of the
following : 5+5
(a) Importance of Secretarial works
(b) Resolution
(c) Proxy
(d) Office report
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