Seat No.: Enrolment No.

GUJARAT TECHNOLOGICAL UNIVERSITY

Diploma Semester -III Remedial Examination May - 2011

Subject code: 335404 Subject Name: Secretarial Practice
Date: 28 /05 /2011 Time: 02.30 pm - 05.00 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 (@) Define secretary. Discuss qualities of a secretary.
(b) Describe secretarial duties regarding issue of original and duplicate certificate.

Q.2

(a) State the rights and liabilities of a member.

(b) Describe qualities and qualifications of a company secretary.

OR

(b) State procedure for the appointment and dismissal of a company secretary.
Q.3

(a) Explain in brief types of shares and explain procedure of converting shares

into stock.
(b) Explain procedure for issue of shares at premium and discount.

OR
Q.3 (a) Explain procedure for allotment of shares.
(b) Give meaning of share warrant and distinguish between share certificate and
share warrant.

Q.4
(@) Define membership and state the procedure for acquiring and transfer of
membership.
(b) Explain procedure for issue of debenture.

OR
Q.4 (a) Explain notice and agenda of meeting.
(b) Explain briefly the power and duties of the chairman.
Q.5
(a) Discuss different kinds and importance of a secretary.
(b) Give meaning of transmission of share and distinguish between transfer and
transmission of share certificate.
OR
Q.5 (a) Explain procedure for transfer of shares.
(b) Define company secretary. Discuss the duties and responsibilities as a public
relation officer.
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