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Allied – SECRETARIAL PRACTICES – I 

(CBCS – 2017 onwards) 

Time : 3 Hours Maximum : 75 Marks 

 Section A  (10  2 = 20) 

Answer all questions. 

1. Who is Routine secretary? 

 ÁÇUP©õÚ ö\¯»õÍº Gß£Áº ¯õº? 

2. Who appoint first company secretary? 

 ¯õº �uÀ {Ö© ö\¯»øμ {ºn°¨£õº? 

3. What is company? 

 {Ö©® GßÓõÀ GßÚ? 

4. What is company formation? 

 {Ö© {ºn¯® GßÓõÀ GßÚ? 

5. What is registration? 

 £vÄ ö\´uÀ GßÓõÀ GßÚ? 

6. What is re issue of share? 

 £[S ©ÖöÁÎ±k GßÓõÀ GßÚ? 
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7. What is meeting? 

 Tmh® GßÓõÀ GßÚ? 

8. What is vote? 

 ÁõUS GßÓõÀ GßÚ? 

9. What is Resolution? 

 wº©õÚ® GßÓõÀ GßÚ? 

10. What is director's report? 

 C¯US|º AÔUøP GßÓõÀ GßÚ? 

 Section B  (5  5 = 25) 

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

11. (a) Write the duties of executive secretary. 

  ö\¯»õÍ›ß £oPøÍ GÊxP. 

Or 

 (b) State the main provisions for appointment of 

secretary. 

  ö\¯»õÍ›ß {¯©Ú® SÔzx �UQ¯ \mh¤›ÄPøÍ 
u¸P. 

12. (a) What are the role of secretary on application 

process for formation of company? 

  {ÖÁÚ öuõhUPzvØPõÚ Âsn¨ £i{ø»PÎÀ 
ö\¯»›ß £[S ¯õx? 

Or 

 (b) Point out the power of controller of capital issue. 

  �u¼Ú ¤μa\øÚ°À PsPõo¨£õÍ›ß 
AvPõμ[PøÍ öÁÎUöPõnºP. 
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13. (a) List the various documents for registration of 

company. 

  {Ö© £vÄÖUPõÚ ÷uøÁ¯õÚ £À÷ÁÖ BÁn[PøÍ 
£mi¯¼kP. 

Or 

 (b) Briefly explain the procedure of allotment of shares. 

  £[S JxURmkUPõÚ ö\¯À�øÓPøÍ _¸UP©õP  
ÂÁ›. 

14. (a) State the role of secretary regarding Annual general 

Meeting. 

  Bsk ö£õx TmhzvÀ ö\¯»¯›ß £[QøÚ  ÂÁ›. 

Or 

 (b) Write a short note on voting rights of proxy. 

  £vÁõÍ›ß ÁõUS AvPõμ® SÔzx ]Ö SÔ¨¦ 
GÊxP. 

15. (a) What are the importance of agenda? 

  {PÌa] {μ¼ß �UQ¯zxÁ[PÒ ¯õøÁ? 

Or 

 (b) State the purposes of minutes books. 

  Tmk |hÁiUøP £v÷Ámiß £¯ß£õkPøÍ ÂÁõv. 

 Section C  (3  10 = 30) 

Answer any three questions. 

16. Explain the different types of secretaries in Indian 

companies. 

 C¢v¯ {Ö©[PÎß Põn¨£k® ö\¯»õÍºPÎß ÁøPPøÍ  
ÂÁ›. 
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17. Discuss the duties of secretary regarding promotion of 

company. 

 {Ö© E¸ÁõUPzvÀ ö\¯»õÍ›ß £oPøÍ ÂÁõv. 

18. What are the procedure for allotment of shares? 

 £[S JxURmkUPõÚ |øh�øÓPÒ ¯õøÁ? 

19. Write the role of chairman of company meeting. 

 {Ö© Tmh[PÎÀ uø»Á›ß £[QøÚ GÊxP. 

20. State the various types of resolutions. 

 wº©õÚ[PÎß £À÷ÁÖ ÁøPPøÍ ÂÁõv. 

—————— 


