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

June, 2026

ASP-001 : SECRETARIAL PRACTICE

Time : 2 Hours Maximum Marks : 50

Note : (i) Attempt any five questions.

(it) All questions carry equal marks.

1. Define ‘Company Secretary’ according to the
Companies Act, 1956 (amended in 1988).
How 1s a company secretary appointed and
what 1s the procedure of his/her

removal/dismissal ? 4+3+3

2. Discuss the rules governing discussion and
debate in meetings. How can a meeting be

interrupted ? Explain. 5+5

B—2328/ASP-001 P.T.O.



[2] ASP-001

3. Highlight the importance of minutes of the
meetings. Outline the main precautions to
be taken while drafting the minutes. 5+5

4. Describe briefly different methods of voting
in a meeting. What are the general rules for
voting ? 5+5

5. What are the general principles kept in view
while developing publicity material ?
Describe briefly different forms of publicity
and public relations. 4+6

6. (a) Write a letter to the manager, Punjab

National Bank, Chandni Chowk, Delhi

regarding the overdrawn account. 5

(b) You are the secretary of Residents
Welfare Association, Vivek Vihar,
Delhi. Write a letter to the general
manager, Delhi Electricity supply
undertaking about the problem of load
shedding 1in your colony with the
request to rectify the problem at the

earliest. 5
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7. What 1is a Precis ? Explain the
characteristics of a good Precis and what are
the problems in writing a precis ? 2+8

8. Write short notes on any two of the

following : 5+5
(a) Framing of a Notice of a meeting

(b) Resolution

(c) Agency Letters

(d) Report Writing
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TUE.U.-001 : Gieet™ shid ugiea

gug ;2 §u2 SIfeHaH 37%F : 50

qie: (i) fF= gier 599 & W ST
(ii) T FIH & 3F GAA G

1. Al AfUfTEE, 1956 (1988 H WINfHA) & STTAR
HUA "ied &l gRwIfea Sifse | s+ dfea &
fafm fFe yer @ § iR sEe
fTShT A — St st o= iR § 2 4+3+3

2. |l # foum-famst &R ar-faae =1 fafd
FA & vl 1 oare wifee | foRdt aa # e
fF9 JR R ST Aha1 © ? TR HIGLI 545
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3. WY & HEIW % HEd W YRR S| FHria

TR L] GHI 31T ST olelt el sl Seoid
hITSTT | 5+5

4. fodt ww § wagq +t fafv= fafad =1 gfera
foero S| AqeA & T FEH = € 2 545

5. TOR 9 GRS 9ud T 9w fagrt o
S Wl ST § 2 Tafv= g=R a9 3R sH-99eh
fafert o1 wfera foero ST | 4+6

6. () GIel ¥ Sk, Hiel 9, fooell & @ °
ST U 9 Afys iyt e & faw 9o
fafem | 5

(@) 39 femft wearn gfbfa, fods faer, foodd
& afea T1 a0 et foga famo szm =
T 95 fa@ey o s | fosel gfd 4

A & IR H 97 fergat 3fea wen oM

o1 o it 5
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7. Ufow &1 g a1 ¥ 2 ST YA & Ul T
Fifoe | A forem | -4t g ot § 2

2+8
8. frfafem # @ fosdl &t w dfawa feoafort
fafem 5+5
() I T AfeH TR HA
(@) Hhed
(1) TofEt T
(=) T ered
X X X X X
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