Seat No. :

DN-104

December-2017
B.Com., Sem.-1
SE-101 (D) : Secretarial Practice — I

Time : 3 Hours|

YRAAL:  OLEL UHIAL AL UL ES.

1. (A) SuAl Azl carvat 2A0dl, deAL2pell A+l
Yl
SUAlAL At AN, Al HTeAL @ziell AHel.

(B) il 244 2$R 4l 42l dsiad qeldl.

A
Sl U323 1AL SUALAL 22AMAL vSeAL d2 quldl.
2. (A) S9AlALRAMSIAL 22 A, d-l 6 7
'lrtl-lJ[ltfRL:l 2R 21 2l Aoyl AL
(B) 2B 244 3R 2l ol 422l dsldd 24 530 7

A= 4ER{ll [ qxmAl.
3. (A) 7
SR Abeell-Al 2420 2l d 2431 53l wRi-l Aot 254l deidl.
2R oAl 242 24 dAl (A 2qmondl 7

Y4l
AR &l 291 $4AL "Rl Ada1e] <eal.

DN-104 1 1A,



4. (A) ol adeRAL 2 2N, sl uBHL el

(B)

5. (A)

(B)

DN-104

Yl

slAlEHL QURIAL 2S5 Ul 25H1 A3l 240l

sle AEAAL 242 20, drtl o 5l <kl

Yl

5 PALGHL oL SR HeTd ARl

{|2AL UBIAL 25HL BdR AL :

(1) sl su-AlL ol Beler el 2AML

2) sl Ber ugla2izd 9 ¢

(3) dleLsu-dl2ed g ?

(4) "2t o5l 42 Anonl.

(5)  dotlor — doiRuEf2-Al 42 Aondl.

(6)  URSEL SUAlL A Balsz Rl 2AML g
(7)  IRSMEUR HsUl-Al 22l 2y 530

(8) [3s21514AL 22l 2w 531, 9

(9) Eeezdz v2d g

(10) vl 2231 2424 3
A=AL [l 4 ‘4 :

\E; ' .
Q\l}d HUSAL 2AAR Al
L5 53l 4HR Yoy I 6.

3

N
O



Seat No. :

DN-104

December-2017
B.Com., Sem.-I
SE-101 (D) : Secretarial Practice — I '
Time : 3 Hours| [Max. :\

Instruction :  All questions carry equal marks.
1. (A) Define Company Secretary and state its qualities.
OR

Define Company and its important characteristics.

(B) Distinguish between Private Company and Public Com 7
OR
State the Company Secretary’s duties before and after the
7

OR
Discuss the private plac and debentures.

be I d illegal share allotment. 7
and state procedure of share allotment.
3. (A) re of share calls. 7
OR
urities Listing ? Discuss the provision of Companies Act for listing of
Secunties.

What 1s Forfeiture of share ? Discuss the procedure of forfeiture of share. 7
OR

State the provisions of companies Act for share calls.
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incorporation of the company.
2. (A) Define Company promoters, stating i g
D
(B) Distinguish

Define




4  (A) What is Correspondence ? Explain the procedure of Outward Correspondence
(Mail).

(B)

OR

7

Explain the classification of modern office equipments 1n brief.

Explain the meaning of Office Management and discuss its main functions.

OR

State the importance of correspondence in Business.

5. (A) Answer the following question in brief :

(B)
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(2)
(3)
(4)
&)
(6)
(7)
(8)
(9)

(10) What is a Prw

Give two 1llustrations of Chartered Company.
What 1s meant by micro film system ?

Explain the meaning of subsidiary company.

Explain the meaning of Illegal @
Explain the meaning of Dic
What is an internet ? é

Explain the meaning of Peon Book.
What 1s Web Page and Website ?

Give two 1llustrations of Government C

ents are true or false :

Issue share warrant.

ia 1s a Public Limited Company.
the person who keeps secret matters.

re are more then one Home page in Website.
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