
ML-125  1 P.T.O. 

Seat No. :  _______________  ML-125 
July-2021 

B.Com., Sem.-I 
SE-101-D : Secretarial Practice – I 

 
Time : 2 Hours]  [Max. Marks : 50 

 
 : (1) -I      . 
  (2) -II  .   

 – I 
       : 

1. (A)       .  10 
 (B)        . 10 
 

2. (A)        . 10 
 (B)    ,    . 10 
 

3. (A)      . 10 
 (B)           .  10 
 

4. (A)        . 10 
 (B)            . 10 

  
 – II 
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 (1)      ? 
  (a)    (b)     
  (c)    (d)    
 (2)       ? 
  (a)   (b)   
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 (3)                ? 
  (a)   (b)    
  (c)    (d) -A 
 (4)                 

  ? 
  (a)   (b)   
  (c)   (d)   
 (5)               ? 
  (a)   (Peon book) 
  (b)   (Inward Register) 
  (c)    (Outward Register) 
  (d)   (Feedback Register) 
 (6)          ? 
  (a)  (b)   
  (c)  (d)   
 (7)         ? 
  (a)   (b)   
  (c)   (d)   
 (8)            ? 
  (a)     5%  
  (b)     10%  
  (c)     2%  
  (d)   
 (9)           ? 
  (a) 1  (b) 3  
  (c) 6  (d) 15  
 (10)         ? 
  (a) BSNL (b) VSNL 
  (c) AIRTEL (d) RELIANCE 

_______________ 
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Instructions : (1) Attempt any TWO questions from Section I. 
   (2) Section II is COMPULSORY. 
   

Section – I 
 

 Answer any two : 
1. (A) Define company and state its important characteristics.  10 
 (B) Discuss the various types of company and explain its characteristics in brief. 10 
 
2. (A) Define Company promoters and state their functions. 10 

 (B) Define Share Allotment stating procedure of Share Allotment. 10 
 
3. (A) What is Forfeiture of Share ? Discuss the procedure of Forfeiture of Share. 10 

 (B) What is Listing of Securities ? Discuss the provisions of Companies Act of 
Listing of Securities. 10 

 
4. (A) Explain the meaning of Office Management and discuss its main functions. 10 

 (B) State the classification of Modern Office Equipment and explain any five. 10 
 

Section – II 
5. MCQs : (Attempt any five) 10 
 (1) Which company is Multinational Company ? 
  (a) Torrent Power Limited (b) Procter and Gamble Limited 
  (c) Nirma Company Limited (d) Adani Enterprise Limited 
 (2) Which one is not included in types of share ? 
  (a) Equity share (b) Preference share 
  (c) Debenture (d) Deferred share 
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 (3) Which document is issued by the company among the public to raise the money ? 
  (a) Prospectus (b) Memorandum of Association 
  (c) Article of Association (d) Table-A 
 (4) Which letter is issued by company if the shareholder not submit in time 

instalment of share ? 
  (a) Notice (b) Letter of Regret 
  (c) Letter of Reminder (d) None of above 
 (5) Which book is maintain when hand to hand letters are submitted ? 
  (a) Peon book (b) Inward Register 
  (c) Outward Register (d) Feedback Register 
 (6) Which one machine is not used in Accounts and Finance Department ? 
  (a) Calculator (b) Cheque protector 
  (c) Chainger (d) Franking machine 
 (7) In private limited company how many minimum directors are there ? 
  (a) One director (b) Three directors 
  (c) Five directors (d) Two directors 
 (8) As per Company Law, how much minimum amount company can collect on 

share application ? 
  (a) Minimum 5% of face value of share 
  (b) Minimum 10% of face value of share 
  (c) Minimum 2% of face value of share 
  (d) None of above 
 (9) How much time gap between two instalment of share money demand ? 
  (a) 1 month (b) 3 months 
  (c) 6 months (d) 15 days 
 (10) Who started first Internet Service in India ? 
  (a) BSNL (b) VSNL 
  (c) AIRTEL (d) RELIANCE 

_______________ 


