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Seat No.: ________                                                           Enrolment No.___________ 

GUJARAT TECHNOLOGICAL UNIVERSITY 
Diploma Engineering - SEMESTER–III • EXAMINATION – SUMMER 2013 

Subject Code: 335404 Date: 15-06-2013        
Subject Name: Secretarial Practice 
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 considered to be Authentic. 

Q.1 (a) What do you mean by Secretary? Discuss its kinds and importance. 14 
    
    

Q.2 (a) Discuss the different types of Capital Structures of Company 07 
 (b) Describe the various kinds of Preference Share. 07 
  OR  
 (b) State the rights and liabilities of a member 07 
    

Q.3 (a) Describe in detail the procedure adopted by Public Company for 
Share Allotment. 

07 

 (b) What do you mean by issuing of shares at par and at premium. 07 
  OR  

Q.3 (a) Explain the Memorandum of Association 07 
 (b) Explain the procedure of Converting share in to the stock 07 
    
    

Q.4 (a) Explain Power and duties of the Chairman 07 
 (b) Explain the different kinds of meetings of a company 07 
  OR  

Q. 4 (a) Explain different types of shares 07 
 (b) Explain Importance of Demat Account 07 
    
    

Q.5 (a) Describe the formation and Registration procedure of Public 
company. 

07 

 (b) Distinguish between transfer and transmission of Shares 07 
  OR  

Q.5 (a) Under which circumstances the statutory and extra-ordinary meeting 
is to be held? 

07 

 (b) Explain the meaning of Quorum. 07 
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5|`Gv! V ;[S|[8ZL V[8,[ X]\ m ;[S|[8ZLGF 5|SFZM VG[ DCtJ ;DHFJMPP 14

   
5|`GvZ V S\5GLGF H]NF H]NF 5|SFZGF D}0LDF/BFGLRRF" SZMP 07

 A 5™[OZg; X[ZGF H]NF H]NF 5|SFZM G]\ J6"GSZM. 07

  VYJF 
 A ;eIMGF CS VG [HJFANFZLVM H6FJMP 07

5|`Gv#   
 V HFC[Z S\5GLGL X[Z JC[\R6LGL lJlW ;lJ:TFZ J6"JMP 07

 A D}/lS\DT VG[ l5|lD|ID ;FY[ X[Z ACFZ 5F0JFGM VY" TD[ X]\ ;DHM KMP 07

  VYJF 
5|`Gv#   

 V D[DMZ[g0D VMO V[;M;LV[XG;DHFJMP 07

 A X[ZG]\ :8MSGF\ ~5F\TZ SZJFGL 5|lS|IF ;DHFJMP 07

   
5|`Gv$   

 V ;EFGF Ý]BGL ;¿FF VG[ HJFANFZLVM;DHFJMP 07

 A S\5GLGL H]NF H]NF 5|SFZGL DL8L\U lJX[;DHFJMP 07

  VYJF 
5|`Gv$   

 V X[ZGF H]NF H]NF 5|SFZM ;DHFJMP 07

 A l0D[8 V[SFpg8GF DCtJ V\U[ ;DHFJMP 07

   
5|`Gv5   

 V HFC[Z S\5GLGL :YF5GF VG[ GM\W6LGL lJlW J6"JMP 07

 A X[Z O[ZAN,L VG[ SFIN[;ZGL X[ZO[ZAN,L JrR[GM TOFJT :5Q8 SZMP 07

  VYJF 
5|`Gv5   

 V SIFZ[ VG[ S[JF ;\HMUMDF\ S\5GLGL V;FWFZ6 VG[ J[{nFlGSDL8L\U 
AM,FJJL 50[ K[P 

07

 A SMZDGM V"Y ;DHFJMP 07
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