
       Gòej ØeosMe jepeef<e& šC[ve cegòeâ efJeMJeefJeÅeeueÙe, Fueeneyeeo 

  DeefOevÙeeme (Assignment) 2015-2016 

   

  Application Oriented programme 
 

efJe<eÙe         :             efJe<eÙe keâes[ :   

Subject :  AOCSP              Subject Code  :   AOCSP 

keâesme& Meer<e&keâ    :                            keâesme& keâes[     :  

Course Title  :  Secretarial Practice                               Course Code :   AOCSP 

 

      DeefOekeâlece Debkeâ     :  30 

      Maximum Marks:  30 

 
veesš  :  oerIe& GòejerÙe ØeMve ~ ØeMveeW kesâ Deheves Gòej 800 mes 1000 MeyoeW ceW efueKeW~ meYeer ØeMve DeefveJeeÙe& nQ ~ 

Note:  Long Answer Questions. Answer should be given in 800 to 1000 words. 
Answer all questions. All questions are compulsory.  

 

   Section – A 
   KeC[ - De   DeefOekeâlece Debkeâ     :  18 

      Maximum Marks:  18 

 

 

 
 

Who is secretary? Point out the importance of secretaries in the business world. outline 
the function of a secretary as an office executive.  

  

State the contractual and statutory liabilities of the company secretary?  

 
 

What is meant by 'Notice'? State the points which should be kept in view before issuing 
notice of a meeting. 

Section – B 

  
Define the term motion? 

  

"A good letter is one which is clear & brief" comment. 

  
What are essentials of business letters? 

  

Explain the procedure of report writing? 

  
What is a précis? 

  

How is secretary of Government department appointed?  

 


