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1. (a) Describe the qualities and qualification of successful secretary.
OR

Define company and state its important characteristics.
(b) State the types of company and describe the types of companie

OR
Distinguish between private company and pubic company i
(¢) Short note on : Types of Company Secretary.

OR
Short note on : Illegal Associations.
2.  (a) Define company pmmnters and descri
Define share allotment and desc
(b) Dlstmgulsh hetween irregul hare allnunent. 4
Discuss the private place s and debentures.

(¢c) Short Note on:

acts by promoters. 4

Short note allotment of share.

What i 1 f share ? Describe its procedure. 6
OR

1are calls ? Describe its procedure.

urities listing ? Discuss the provision of Companies Act for listing of

4
OR
escribe advantages of securities listing.
Describe the effects of share forfeiture. 4
OR

Give the list of documents for listing of securities.
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4. (a)
(b)
(c)
5 (a)
(b)
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What is correspondence ? Explain the procedure of inward correspondence. 6
OR
List out the advanced equipments used in an office and describe it.
What is Internet ? Describe its uses in business. 4
OR
What is fax machine ? Describe its uses in business.
Distinguish between Inward and outward correspondence.
OR

Describe the importance of correspondence. \
Answer the following questions in brief : 10
(1) i 's posi (

State any one circumstances to end the Secretary’s positi

(2) Give three illustrations of statutory companies.

(3) What is meant by Social Responsibility of the co
(4) Define the Letter of regret.

(5) In which stock exchange listing of Publi ies can be done ?
(6) Write a resolution of forfeiture of share.
(7) Give the format of outward regis
(8) What are the uses of close circui
(9) What is the meanmg of bro
(10) Give the two lll

State whether the fnlln

epage ?
ional company.

are true or false : 4

(1) The qualificati Limited Company’s Secretary 1s M. Com.
(2) e member of Private Limited Company 1s 50.
(3) embership of the company 1S maintain at company’s

(4) oters should have educational qualifications.




