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Section- A
Maximum Marks: 12
Note: Short Answer Questions. Answer should be given in 200 to 300 words each.
Answer all questions. All questions are compulsory.

1. What are the characteristics of a good précis?
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2. Write the types of report.
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3. What are the duties of secretary regarding minutes of meeting.
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4. Discuss the duties of company secretary
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5. Write the basic principles of correspondence.
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6. Write a short note on publicity and public relations
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Section- B

Note: Long Answer Questions. Answer should be given in 500 to 800 words each.
Answer all questions. All questions are compulsory.
Maximum Marks: 18

1. Define Company Secretary explain the position of company secretary in the eyes
of law and his actual
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2. What are the requisites of a valid meeting? Distinguish between public meeting
and private meetings?
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3. Describe the procedure of report writing.
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