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1.  (A) Discuss powers and responsibilities of Company Secretary.
OR
(1) Distinguish between Private Limited Company and Pu
Company. a
(2) Write a note on Conversion of Private Limited into Public
Limited Company.

(B) Answer in one line 4
(1)  Give two qualifications of Company S
(11)  What 1s Mult1 National Cumpany ?
(111) Give two advantages of Public
(tv) Define Secretary.
2. (A) Write a note on Prun‘rs o 14
(1) Dlscuss liabilits oters. 7
(2) Writea ed e on allotment when shares are over-subscribed. 7
(B) 4
egular allotment ?
ite two duties of Secretary regarding allotment of shares.
is Share allotment ?
Explain meaning and legal provisions for listing of securities. 14
OR
(1) Daiscuss provisions of Company Law regarding share calls. 7
(2) Explain effects of forfeiture of shares. 7
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(B) Answer in one line : 3
(1) Name two documents required for listing of securities.
(1) Write two advantages of listing of securities.
(111) What 1s share forfeiture ?

4. (A) What s Office Management ? Explain functions of Office Management.
OR
(1) Write a note on Modern office equipments.
(2) Write a note on importance of office equipments.

(B) Answer whether the following sentences are correct or not s
(1)  Computer 1s not office equipment.
(ii) : : :

Printer 1s office equipment.
(111) Franking Machine 1s not office equipment.
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