Seat No.: Enrolment No.

GUJARAT TECHNOLOGICAL UNIVERSITY

Diploma Semester -III Examination January- 2010

Subject code:335404 Subject Name: Secretarial Practice
Date: 29/01/2010 Time: 11.00 am — 1.30 pm
Total Marks: 70
Instructions:
1. Attempt all questions.
2. Make suitable assumptions wherever necessary.
3. Figures to the right indicate full marks.
4. English version is Authentic
Q.1 Explain the types of secretary (Including company secretary).
Q.2 (@) Describe the procedural steps regarding conversion of share into
stock.
(b) Explain the clauses included under the ‘Articles of Association’.
OR
(b)  Explain the clauses included under the ‘Memorandum of
Association’
Q.3 (a) Distinguish between Ordinary Share and Preference Share.
(b)  Write Short Notes on the following:
(1) Capital Structure
(2) Table- ‘A’
OR
Q.3 (@) Explain important qualities of the Company Secretary.
(b)  Explain importance of the ‘Prospectus’.
Q.4 (a) Whatis meant by the ‘Membership’? Explain the rights of acquired
membership.
(b)  Explain the duties of Chairman for conducting the company
meeting.
OR
Q.4 (a) Explain the role of company secretary in company management
(b) Define the terms:-
(1) Drafting
(2) Minutes Writing
Q.5 (a) Whatis meant by an ‘Agenda’ of the company meeting? Explain
with example.
(b)  What is meant by ‘DEMAT’ of share? Explain its importance.
OR
Q.5 (a) Whattypes of precautionary measures should be taken by the
company secretary while issuing Share certificate.
(b)  Explain:

(1) Call-in-arrears
(2) Forfeiture of Share
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