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1. (A) Answer the following questions : 

  (1) Define company secretary and state its qualities. 7 

  (2) Distinguish between Private Company and Public Company. 7 

                                OR 

  (1) Define company and state is important characteristics. 

  (2) State the company secretary’s duties and functions before and after the 
incorporation of the company. 

 (B) Explain the following questions in brief : (Any Four) 4 

  (1) What is a Private Secretary ? 

  (2) Explain the meaning of subsidiary company. 

  (3) Give two illustration of chartered company.  

  (4) Explain the meaning of Illegal Association. 

  (5) What is Scriba ? 

  (6) State any one circumstance to end the Secretary’s position. 

 

2. (A) Answer the following questions : 

  (1) Define the company promoters stating its functions. 7 

  (2) Define the share allotment stating procedure of share allotment. 7 

                                  OR 

  (1) Distinguish between irregular and illegal share allotment. 

  (2) Discuss the private placement of shares and debentures. 

 (B) Explain the following questions in brief : (Any Four) 4 

  (1) Explain any two responsibilies of company’s promoters. 

  (2) What is the meaning of preferencial allotment of share ? 

  (3) State the meaning of credit rating agency. 

  (4) Name those two stock exchanges where the shares are listed. 

  (5) For how many days company’s share subscription is kept open for public as 
per SEBI guidelines ? 

  (6) What is guarantee contract ? 
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3. (A) Answer the following questions : 

  (1) What is securities listing ? Discuss the provision of Companies Act for 
listing of securities. 7 

  (2) What is forfeiture of share ? Discuss the procedure of forfeiture of share. 7 

                            OR 

  (1) What are the advantages of listing of securities ? 

  (2) State the Company Act provision of share calls. 

 (B) Explain the following questions in brief : (Any Three) 3 

  (1) State the definition of Letter of Regrate. 

  (2) Write a Performa resolution of forfeiture of share. 

  (3) State four important documents for listing of securities. 

  (4) How much maximum amount company receive on share call ? 

  (5) How much maximum discount company can issue the forfeited share ? 

 

4. (A) Answer the following questions : 

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

  (2) Explain and classification of modern office equipment. 7 

OR 

  (1) State the importance of correspondence in business. 

  (2) Explain the meaning of office management and discuss its main functions. 

 (B) Explain the following questions in brief : (Any Three) 3 

  (1) Explain the meaning of Dictaphone. 

  (2) What is Webpage and Website ? 

  (3) Explain the meaning of peon book. 

  (4) What is meant by microfilm system ? 

  (5) State the perfoma of Inward register. 
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