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Dear Students,

As explained in the Programme Guide, you have to do two Tutor Marked Assignments in this Course.  We are sending both the assignments together.

Assignments are given 30% weightage in the final assessment.  To be eligible to appear in the Term-end examination, it is compulsory for you to submit the assignment as per the schedule.  Before attempting the assignments, you should carefully read the instructions given in the Student Handbook and Prospectus.

These assignments are valid for one year i.e., up to 30th June, 2006 and you have to complete them and submit to the University as per the instructions given below.

In case you are planning to appear in December, 2005 term-end examination, you must submit both these assignments to The Coordinator of your Study Centre latest by 31st October, 2005 and if you are to appear in June,  2006 Term-end examination, you must submit them latest by  30th April, 2006.


Note  : 
In case you receive the study material and assignments late, you can submit the assignment responses within one month after receiving the study material.
TUTOR MARKED ASSIGNMENT- I

Course Code


:
ASP-1

Course Title


:
Secretarial Practice

Assignment Code

:
ASP-1/AST-1/TMA-1/2005 - 06

Coverage 


:
Blocks 1 and 2

Maximum Marks 100
This assignment consists of Part A and Part B.  You have to attempt all questions in both the parts.  Part A consists of essay type and short answer questions whereas Part B comprises objective type questions.

PART A

1
Define ‘Company Secretary’?  Explain the position of a Company Secretary.

 (20)

2
1)
Who is a Chairman?


2)
Explain the duties of Chairman in connection with the proper conduct of the meeting.

(2, 18)

3
What do you mean by ‘Interruption’ in a meeting?  Explain briefly the different ways in which a discussion may be interrupted?

(3, 10)

4
Distinguish between

1)
Public meetings and Private meetings

2)
Routine secretary and Executive Secretary

(6, 6)

5
Write short notes on:


1)
Proxy


2)
Ballot


3)
Motion



(5 X 3)

PART B

Attempt all the questions.  Write the question number and the appropriate answer from among the alternatives given for that question.

1
The person who acts as a link between executive and outside parties/lower level staff is called

(1)
Liaison officer

(2)
Staff officer


(3)
Advisor

(4)
Secretary

2
Panchayat is a 

(1)
Co-operative society  

(2)
Trade Association

(3)
Local body

(4)
None of the above

3
A club is a voluntary association of persons for

(1)
Social activities

(2)
Sports activities

(3)
Recreational activities

(4)
All of the above

4
The company secretary is 

(1)
Responsible for issue and allotment of shares

(2)
Cannot verify the statements submitted by liquidator

(3)
Both (1) and (2)

(4)
None of the above

5
A company secretary should be a competent

(1)
Marketing Manager

(2)
Personal Manager

(3)
Lawyer

(4)
Accountant  

6
Individual notice is not required in case of

(1)
Private meeting 

(2)
Public meeting

(3)
General meeting

(4)
All of the above

7
The rules governing the company meetings are laid down in 

(1)
Bye-laws

(2)
Memorandum of Association

(3)
Articles of Association

(4)
None of the above

8
In case of companies the adjourned meeting is usually held

(1)
After a week

(2)
Next day

(3)
After 21 days

(4)
After 10 days

9
In order to stop discussion on the main motion any member can move a 

(1)
Closure

(2)
Adjournment

(3)
Next business

(4)
None of the above

10
Which of the following are accepted as a legal evidence in the court of law

(1)
Minutes

(2)
Report

(3)
Motion

(4)
All of the above

(2 X10)

TUTOR MARKED ASSIGNMENT- II

Course Code

:
ASP-1

Course Title

:
Secretarial Practice

Assignment Code
:
ASP-1/AST-2/TMA-2/2005 - 06

Coverage 

:
Blocks 3 and 4

Maximum Marks 100
This assignment consists of Part A and Part B.  You have to attempt all questions in both the parts.  Part A consists of essay type and short answer questions whereas Part B comprises objective type questions.

PART A

1
Explain the principles of business communication.

 (20)

2
Write a letter to your bank requesting them to pay an annual premium of Rs. 1,800 to your insurance company from your current account.

(15)

3
Explain the procedure of report writing.

(20)

4
Distinguish between

(1)
Dunning letters and Form letters

(2)
Table of content and List of tables

(5, 5)

5
Write notes on:


(1)
Statutory Report


(2)
Precis 




(15)

PART B

Attempt all the questions.  Write the question number and the appropriate answer from among the alternatives given for that question.

1
A business letter should 

(1)
be written in simple language

(2)
not contain wordy phrases

(3)
not contain quotations

(4)
all the above

2
Standard size of the paper used for official correspondence normally is 

(1)
5 ½”X 8 ½ ”

(2)
7 ½”X 8 ½ ”

(3)
Either (1) or (2)

(4)
None of the above

3
The title of honour like Padmashri should be written

(1)
before the name of an addressee

(2)
after the name of an addressee

(3)
below the name of an addressee

(4)
none of the above

4
Salutation is 

(1)
Form of greeting while addressing an individual

(2)
Form of reminding an individual

(3)
Thanking the individual

(4)
None of the above

5
A business letter should explain

(1)
Only one subject matter

(2)
Only two subject matter

(3)
More than two subject matter

(4)
None of the above  

6
Letters written by a sellers in a firm tone to buyers demanding payment after repeated reminders are called

(1)
Agency letters

(2)
Reminders

(3)
Form letters

(4)
Dunning letters

7
A system of cash selling by post is 

(1)
V.P.P

(2)
Money order

(3)
Postal order 

(4)
Cable gram

8
A letter asking for telegraphic address should be sent to the 

(1)
Telegraphic Office

(2)
General Post Office

(3)
Both (1) and (2)

(4)
None of the above

9
Reports which are required to be prepared in accordance with law are called 

(1)
Routine Reports

(2)
Formal Reports

(3)
Annual Reports

(4)
Statutory Reports

10
An example of ‘Privileged Report’ is

(1)
Press reports of public meetings

(2)
Auditor’s reports

(3)
Sales reports

(4)
None of the above

(2 X10)
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