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Instruction :  All questions carry equal marks.

1.  (A) Define Company Secretary and state its qualities. 7
OR

Define Company and state its important characteristics.
(B) Distinguish between Private Company and Public Company. 7
OR

State the Company Secretary’s duties and functions before and after the
incorporation of the company.

2. (A) Define company promoters stating its functions. 7
OR
Discuss the private placement of Shares and Debentures.
(B) Distinguish between irregular and illegal share allotment. 7
OR

Define share allotment stating procedure of share allotment.

3. (A) State the procedure of share calls. 7
OR
What is Securities Listing ? Discuss the provision of Companies Act for Listing of
Securities.
(B) What is Forfeiture of Share ? Discuss the procedure of forfeiture of shares. 7
OR

State the provisions of Companies Act for share calls.
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4. (A

(B)

5. (A)

(B)
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What is Correspondence ? Explain the procedure of outward correspondence
(mail). 7

OR

Explain the modern equipments used in office.

Explain the meaning of Office Management and discuss its main functions. 7
OR

State the importance of correspondence in business.

Explain the following questions in brief : 10
(1) What is Private Secretary ?

(2) What is an Internet ?

(3) Explain the meaning of Dictaphone.

(4) Explain the meaning of Illegal Associations.

(5) Give two illustrations of Government Company.

(6) What is Webpage and Website ?

(7) Explain the meaning of Peon-book.

(8) Explain the meaning of Subsidiary Company.

(9) What is meant by micro film system ?

(10) Give two illustrations of chartered company.

Write the following statements are true or false : 4
(1) Private Company can issue share warrant.

(2) State Bank of India is a Public Limited Company.

(3) Secretary is the person keeping secret matters.

(4) There are more than one Home Page in Website.
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