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(a)

(b)

(a)

(b)

(a)

(b)

Write a note on qualities of company secretary.

OR

Discuss powers of company secretary.

Explain various types of company.
OR

Discuss advantages of public company.

Explain various functions of promoters.

OR
Explain share distribution process.

Explain duties of secretary regarding share distribution.

OR

Méntion progess of share allotment.

Explain statutory provisions for listing of securities.

OR

Explain advantages of listing of securities.

Define and explain provisions of share calls.

OR
Explain process of share forfeiture.
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4.

(a)  Explain functions of office management.
OR

Explain transition of inward correspondence.

(b)  Explain importance of correspondence.
OR

State objectives of office automation.

Answer the questions in short : (any seven)

(1)  Why need of secretary is necessity now-a-days ?

- (2) What are main characteristics of company ?

(3) Define promoters of cnﬁpany.
(4) What are the effects of share forfeiture ?
(5) What is share registration ?

(6) Correspondence is a part of commendation — Explain.

(7) What is holding company ?

(8) What is private secretary ?

(9) What is Multinational Company ?
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