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U.G. DEGREE EXAMINATION, NOVEMBER 2019 

Commerce 

Allied — SECRETARIAL PRACTICE — I 

(CBCS – 2017 onwards) 

Time : 3 Hours Maximum : 75 Marks 

 Part A  (10  2 = 20) 

Answer all questions. 

1. State the definition of company secretary. 

 {Ö© ö\¯»õÍº & Áøµ¯ÖUP.  

2. What do you know about secretarial work? 

 ö\¯»P ÷Áø» £ØÔ }Âº AÔÁx ¯õx? 

3. Who is director? 

 C¯US|º Gß£Áº ¯õº? 

4. What is meant by joint stock company?  

 Tmk¨ £[S {ÖÁÚ® GßÓõÀ GßÚ? 

5. What is share certificate? 

 £[S \õßÔuÌ GßÓõÀ GßÚ? 

6. What do you know about forfeiture of shares? 

 £[SPÒ JÖ¨¤Ç¨¦ £ØÔ } AÔÁx ¯õx? 
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7. What is meant by proxy? 

 £v¼ GßÓõÀ GßÚ? 

8. What do you mean by quorum? 

 SøÓöÁs £ØÔ }Âº AÔÁx ¯õx? 

9. What do you mean by motion? 

 |Pºa] £ØÔ }Âº AÔÁx ¯õx? 

10. What is a certified resolution? 

 \õßÓÎUP¨£mh wº©õÚ® GßÓõÀ GßÚ? 

 Part B  (5  5 = 25) 

Answer all questions, choosing either (a) or (b). 

11. (a) Briefly explain about the types of secretaries. 

  ö\¯»õÍºPÎß ÁøPPøÍ _¸UP©õP ÂÁ›.  

Or 

 (b) State the procedure for appointing a secretary. 

  ö\¯»õÍº {¯©Ú® ö\´ÁuØPõÚ |øh•øÓø¯ TÖP.  

12. (a) Outline the duties of secretary at the time of 

company formation. 

  {ÖÁÚzvß E¸ÁõUP ÷|µzvÀ ö\¯»õÍ›ß 
Phø©PøÍ öuÎÄ£kzxP.  

Or 

 (b) Focus the liabilities of secretary at the time of 

promotion of joint stock companies. 

  Tmk £[S {ÖÁÚ ÷uõØÖÂ¨¦ ÷|µzvÀ ö\¯»õÍ›ß 
ö£õÖ¨¦PøÍ öuÎÄ£kzxP.  
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13. (a) Sketch the procedure for getting certificate of 

commencement of business. 

  öuõÈÀ öuõh[P \õßÔuÌ ö£ÖÁuØPõÚ 

|øh•øÓ°øÚ ÂÁ›.  

Or 

 (b) Describe the secretarial practice regarding the 

forfeiture and reissue of forfeited shares. 

  JÖ¨¤Ç¨¦ ö\´u £[SPÒ ©ØÖ® AuøÚ 

©ÖöÁÎ°hÀ ö\¯»P |øh•øÓ°øÚ _¸UP©õP 

ÂÁ›.  

14. (a) List out the secretarial duties for conducting a 

meeting. 

  Tmh® |hzxÁuØPõÚ ö\¯»P Põ›¯[PøÍ 

£mi¯¼kP.  

Or 

 (b) Focus the rules for debates and voting. 

  ÂÁõu® ©ØÖ® ÁõUPÎUS® ÂvPøÍ ÁøµP.  

15. (a) Describe the various kinds of meeting. 

  £À÷ÁÖ ÁøP¯õÚ Tmh[PøÍ _¸UP©õP ÂÁ›  

Or 

 (b) What are the difference types resolution of a 

meeting? 

  Tmh wº©õÚzvß £À÷ÁÖ ÁøPPøÍ ¯õøÁ? 
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 Part C  (3  10 = 30) 

Answer any three questions. 

16. Explain the legal position of the secretary of a company. 

 J¸ {Ö© ö\¯»õÍ›ß \mh {ø»ø¯ ÂÁ›. 

17. Critically examine the procedure for starting a company. 

 J¸ {Ö©® öuõh[SÁuØPõÚ ö\¯À•øÓø¯ ÂÁ›.  

18. What are the duties of secretary at the time of 

registration of company? 

 {Ö© £vÂß ÷£õx ö\¯»õÍ›ß £oPÒ ¯õx? 

19. What are the duties of company secretary regarding 

statutory meeting? 

 \mh¨§ºÁ TmhzvÀ {ÖÁÚzvß ö\¯»õÍµx Phø©PÒ 
¯õøÁ? 

20. What business are transacted at the annual general 

meeting? 

 Bsk ö£õx SÊ TmhzvÀ GßöÚßÚ {PÌÄ 
÷©ØöPõÒÍ¨£kQßÓx? 
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