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December 2025 — Ngeaw
B.Com SEM I Examination
SE 101 D — Secretarial Practice

Time: [2.30 Hours]

Instructions:

(1) Answer to the point.

(2) Figures to the right indicate marks allotted to each question.

~3

[Marks: 70]

Q-1
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Define Company Secretary? Describe its qualification.

(07)

Bring out the difference between Public Limited Company and Private Limited (07)

Company
OR

Define Company? Describe its Characteristics.
Discuss about the various responsibilities of Company Secretary.

Who is a promoter? Expalin the liabilities of the Promoter

Explain about the duties of secretary regarding allotment of shares.

OR
Explain in detail the procedure about allotment of shares.

Explain the meaning and functions of a promoter

Explain the legal provisions for listing of securities.
Explain the provisions about the reissue of forfeited shares.
OR

Explain the legal provisions relating to forfeiture of shares.
Explain in detail the advantages of listing of securities

Explain in detail the importance of correspondence

(07)
(07)

(07)
(07)

(07)
(07)

(07)
(07)

(07)
(07)

(07)

Explain the functional procedure of inward letters in context of office management (07)

OR

Explain in detail the importance of office management

(07)

Explain the functional procedure of outward letters in context of office (07)

management

Answer the following questions briefly - Attempt any seven out of twelve (14)

State any two pre incorporation duties of company secretary.
Give the definition of a foreign company.

What do you mean by illegal association?

What do you mean by Preliminary Contract?
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State the concept of Private Placement of Shares / Debentures

What do you mean by irregular allotment?

State the documents required for listing of the securities.

Give the meaning of Call on Shares

What do you mean by forfeiture of shares?

Give the definition of Office.

State the different modern office equipments required for office management.
State any two functions of Office.
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