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FUNDAMENTALS OF SECRETARIAL PRACTICE
Friia @ : 3 W) [T 3% : 60
Time allowed : 3 Hours] [Maximum Marks : 60
AT: () YHEHA TG e
Note : There are three sections A, B and C in the paper. ) )
(i) HFFCH g7 @1 F g 10 Wﬁ%m&%‘%ﬂ | 5% YT Qe 37 1 8 uF
Ty 10 Y77 TGI8 THR F Fo71 % 8 |

Answer all the 10 parts of the question No. 1 in section A. Each part carries
one mark and all 1 0ﬁparts have objective type questions.

(iii) Q7T & % 8 ¥ 7 8 51 6 3o & I Y | F9% I 3 3% HT 8 0
3715 ST3T/50 VsG] 5 I @ |
Answer any 6 questions out of the 8 questions in section B. Each question
carries 3 marks and to be answered within 5 lines/50 words.

(iv) @7 36 F51 7 G bl 4 T & I AT | 5% F97 8 375 FTE UG
3P 15 S37/150 VsG] 4 I forw |
Answer any 4 questions out of the 6 questions in section C. Each question
carries 8 marks and to be answered within 15 lines/150 words.

() IF GF & G FF1 B! HHAR T G195 Hordl |
Solye all the questions of a section consecutively together.

vi) G TII3T 7 3 g1 %1 R 7 3 srgee 1 e

Only English version is valid in case of difference in both the languages.

AR -T
SECTION - A
L () 385w Sshed 6 ye e @ 2
(@) Ul o ol o1 weem e |
(b) A S 9 fafremt w1 arem % |
(c) T o faerent it avws | fofar & |
(d) o IATET AT BT T FIUUE T |
Which of the following is a key responsibility of a Company Secretary ?
(a) To manage the company’s finances.
(b) To ensure compliance of relevant laws and regulations.

(¢) To make decisions on behalf of the company’s directors.
(d) to market the Company’s products or services.
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(i) TrfaRaa § @ @ w1 o ST THRTE © 7

(a) Troft ot (b) TR O

(c) e Ut (@) i i ot

Which of the following is not a type of company ?

(a) Private Company (b) Public Company

(¢) Partnership Company (d) Limited Liability Company

(ifi) P o e ST T HET I HE ?
(a) SHFII o STl BT TR ST
(b) T % AR % BRI 3 wefeat vt Faif@ % g
(c) et o Frewmert St Frgfera she
(d) T S hegeni i g e
What is the main purpose of the articles of association of a Company ?
(a) To define the company’s objectives
(b) To set out the rights and duties of the Company’s shareholders

(c) To appoint the Company’s Directors
(d) To appoint the Company’s Auditors

(iv) T s s R feffea d a s TR e ?
(a) 39 TEifiE G U SRYRS & 9 & |
(b) & ST T 319 I U KL FHaT & |
(c) 39H A | A Qe M =IfeT |
(d) 3EH A 1 Tk TR T T ©Y F HRIGR {1 ST T ¢ |
Which of the following statement is true about a Private Company ?
(a) In this, there can be unlimited number of share holders.
(b) It can offer its shares to the public
(¢) It should have at least two directors
(d) Its shares can be freely traded on the stock exchange

(v) et St gRT 3T SRRUTE! 1 38 ol # ¥ T TR T 1 v S o ferg

e STsg 1 99T fopn ST B 7
(a) WE (b) T
(c) I foTem (@) dsfira @

What is the term used to describe the payment made by a company to its
shareholders out of its profits ?

(a) Bonus (b) Dividend
(¢) Stock split (d) Capital gain
(vi) T @ E A B THR AR R ?
(a) ETEIROT 37 (b) TITRRR 37
(c) TaT W (d) s
Which of the following is not a type of share ?
(a) Ordinary share (b) Preference share

(¢) Equity share (d) Debt share



MO2005

(3 of 4)

(vii) e HEO § =IFaH Tew i TE&AT -

(@ 3 (b) 7 (c) 10 (d)

Minimum number of members in a Public Company

(@ 3 (b) 7 () 10 (d)
(viii) urde i R -

(a) HHT S T R

(b) Ticers Aues & for Am fgeH

(c) HH g Fews nvea & o9 3
(d) H T =TSR

Memorandum of Association is/are :

(a) Internal rules of the Company

(b) Guidelines for Board of Directors

(¢) Agreement between Company and Board of Directors
(d) Charter of the Company

(ix) T HHI Tl 2 :

)

(a) Y eTieh fET (b) YA ITRATIBR

(c) @il (@ SR ot

A company has

(a) Separate Legal Entity (b) Perpetual Existence

(¢) Limited Liability (d) All of the above

Frft ot & gewi fY e T B

(a) 100 (b) 200 (¢ 50 d)
Maximum number of members of Private Company is

(a) 100 (b) 200 (¢p 50 (d)

e — it
SECTION - B

T A T 37T T T B 2

What do you understand by Bearer Cheque ?
3. TN w1 3ref v |

Explain meaning of Government Company.

Forsft smroet & ieh HFOE o e IS o T fTRaT |

Write any two difference between Private Company and Public Company.

5. SRUIIH Ud 379 < 0L HIg o SR THST |
Explain any two differences between Debenture and Share.

6. UG Id-RIH F TR ?

What is Articles of Association ?
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13.

14.

15.

RO T 31 ST |
Explain meaning of Debenture.

gia’ v1eg | 3719 1 THSd & ?

What do you understand by term ‘Secretary’ ?

fird e’ S AT R EASA E ?

What do you understand by ‘Limited Liability’ ?

QFE - €
SECTION -C

gty o forRa
Write short note on :
(A) T H

Order cheque
(B) 1wifhd 3%

Crossed cheque
aftre e forfam -
Write short note on :
(A) I3 6

Mutual Fund
(B) diSth

Invoice

ue EariRm R 7 seeh fova wmmht aHems |

What is Memorandum of Association ? Explain its subject matter.

Hitra o fafa -

Write short note on :

(A) e
Prospectus

B) Tt akE

Private Secretary

HI) Ffera o TR Ta ErRical sl 9 I |

Describe the rights and liabilities of a Company Secretary.

o h1 g ST | SHeh g fsiwanatt s vk i |

Define Company. Describe its main characteristics.
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