
MG-106 1 P.T.O. 

Seat No. :  _______________
  

MG-106 

March-2022 

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 
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–II 

5.          10 

 (1)    ________ . 

  (A)  (B)  (C)  (D)  

 (2)          ? 

  (A)  (B)   (C)  (D)     

 (3)                ? 

  (A)   (B)   (C)   (D)     

 (4)    ________%            
  . 

  (A) 21%  (B) 51%  (C) 75% (D) 100% 

 (5)           ________   
  . 

  (A)  (B)  (C)  (D)  

 (6)                 ? 

  (A)  (B)  (C)  (D)  

 (7)      -        
______   . 

  (A)  (B)  (C)  (D)  

 (8)                   ? 

  (A)      (B)      

  (C)     (D)     

 (9)            ? 

  (A)    (B)   

  (C)    (D)    

 (10)         ? 

  (A)  (B)  (C)  (D)  

____________ 
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Instructions : (1) Answer any two questions from Section-I. 

   (2) Section-II is compulsory. 

 

SECTION – I 

 Answer any two from the following questions : 

1. (A) Discuss the qualities of Company Secretary.  10 

 (B) Explain the advantages of Public Company.                                                         10 

 

2. (A) Explain the main functions of the promoters of Company.  10 

 (B) Write difference between Irregular Share allotment and Illegal Share allotment. 10 

 

3. (A) Explain in brief the benefits of Listing of Securities. 10 

 (B) Give the meaning of Share Instalment and explain its procedure.  10 

 

4. (A) Explain the importance of Office Management.  10 

 (B) State the objectives of Mechanization in the Office.  10 

 

SECTION – II 

5. Answer any five questions from the following :  10 

 (1) Debenture holders are the ________ of the company.  

  (A) Creditors  (B) Debtors 

  (C) Owners  (D) Workers 

 (2) Which of the following can be appointed as secretary ? 

  (A) Company  (B) Partnership Firm  

  (C) Individual (D) None of the above 
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 (3) Which kind of company it would be, if it is registered with five members ?  

  (A) Imaginary Company (B) Private Company  

  (C) Public Company  (D) None of the above 

 (4) If a company's _____ shares belong to Government, then the company is known 
as Government company. 

  (A) 21%   (B) 51%  

  (C) 75%  (D) 100% 

 (5) The contracts done before establishment of the company by promoters on behalf 
of the company are known as ________ contracts. 

  (A) Legal  (B) Private  

  (C) Primary (D) Secondary 

 (6) What is published by public company for inviting public to purchase their shares ?  

  (A) Product  (B) Memorandum of Association 

  (C) Articles of Association  (D) Prospectus 

 (7) In order to provide the facility of purchase and sale of shares in the registered 
share market, the shares (Securities) ______ is done in the Share Market. 

  (A) Exchange (B) Purchase 

  (C) Listing (D) Distribution 

 (8) What happens to the amount paid before on shares when any shareholder's shares 
are forfeited ? 

  (A) Money returned  (B) Money not returned  

  (C) Provided Loan (D) None of the above 

 (9) What is used to print address on the envelop ? 

  (A) Addressograph  (B) Franking Machine  

  (C) Dictaphone (D) Stamp Affixing Machine 

 (10) Which of the following is not the medium of communication ? 

  (A) Telephone  (B) Typewriter  

  (C) Intercom (D) Teleprinter 
____________ 


