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Note:

Long Answer Questions. Answer should be given in 800 to 1000 words.
Answer all questions. All questions are compulsory.
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Who is secretary? Point out the importance of secretaries in the business world. outline
the function of a secretary as an office executive.
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State the contractual and statutory liabilities of the company secretary?
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What is meant by 'Notice'? State the points which should be kept in view before issuing
notice of a meeting.
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Define the term motion?
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"A good letter is one which is clear & brief" comment.
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What are essentials of business letters?
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Explain the procedure of report writing?
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What is a précis?
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How is secretary of Government department appointed?



