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Define company and state its important characteristics.
Describe the qualities and qualification of successful secretary.
OR
State the types of company and describe the types of companies under control.
State the company secretary’s duties and’ functions before and after the
incorporation of the company.
Answer the questions in brief : (Any Four)
(i) What is a Private Sccretory.?
(i) What is a Multinational Company ?
(iii) Define the Illegal Association.
(iv) What is Holding Company ?
(v) What is meaning of Seriba ?
(vi) State any one circumstance to end the secrelary’s position.

Define company promoters and state its functions. 7
Define share allotment stating procedure of share allotment. 7
OR

Discuss the private placement of share and debentures.

Distinguish between irregular and illegal share allotment.

Answer the following question in brief : (Any Four) 4

(i) Explain the Criminal Liabilities of promoters U/S 63 of Company Act.

(ii) When the provisional contract done by promoters in public limited

company ?
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() With whose help important documents of incorporation of company prepare
by promolers *?

(V) What is preferential share allotment ?

(V) What do you understand by Del credere contract ?

(Vi) How the company invite the public to subscribe for shares ?

What is Securities Listing ? Discuss the provision of Companies Act for listing of

securities,

What is forfeiture of share ? Discuss the procedure of forfeiture of share. 7
OR

Describe the advantages (Importance) of Listing of sccurities: 7

State the meaning and procedure of share calls. 7

Answer the following questions in brief : (Any Thrée) 3

(1)  Write a resolution of Share Instalment. |

(i) What is the meaning of Wamning (Notice) Letter 2

(iii) When it is necessary to listing. the securitics at more than one stock
exchange ?

(iv) State any two provisions regarding Share Instalment under “Table-A".

(v) State any three important documents for listing the securities.

(vi) Which type company’s share cannot listed at stock exchange ?

Explain the meaning of office management and discuss its main functions. 7
State the classification of modern office equipments and explain in brief any five. 7

OR
Whatis internet ? Describe its advantages.
Explain the meaning of correspondence ? Describe the procedure of inward

correspondence (mail).

Answer the following questions in brief : (Any Three)
(i) . Explain the meaning of Peon book.

(if)  What is Webpage and Website ?

(iii) What is the use of Franking Machine ?

(iv) Draw the Performa of outward register.

(v) Whatis Intercom ?

(vi) State the modern communication equipment.
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