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Attempt five questions in all.

Question No. 1 is compulsory. Attempt any two

questions from each of Parts A and B.
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1. State whether the following statements are true or

false. Give reasons in support of your answer in brief.
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(a)

(%)

(c)

(d)

Office has no relation with accounts department.
FIgiaa 7 a@-faam § R do9 T8 da 2
Low morale can lead 1o high productivity.
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Open office is better than private office in a big
organisation.
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Card indexing is a blind indexing.
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A Chartered Accountant can be appointed as a
Secretary of every company.
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(f) The shareholders appoint the Sccretary in the
Annual General Meeting.
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(g) Memorandum of Association includes the rules
and regulations of the company.
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(k) A private company can issue share certificatc and
share warrant.
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(i) A special resolution can be passed by the
two-third majority of votes.
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(/) Interim dividend is declared in the Annual
General Meeting.
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PART A (9171 &)

2. Define modern office. What are its main funclions?
Is the office must for every asganisation?
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3. (@) Explain the procedure of outward mails.
aS T FH AR WE #HGC

(b) What are the determinants of morale?

w3 ¥ Ay a2 10+10

4. (a) What are the principles of office layout? DlSCUSS

Falea-a1fT=e & a1 (agiq € ? a3 a:'iﬁm{[
(b) Discuss the principles of form desighing.

To3-AfqEeqd & fagidl = f9a9s #ifsm . 10410

5. Write notes on any fwo of the following:

(a) CARD Indexing
(b) Office Manual

(¢} Group Insurance Scheme.
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6. Discuss the rights and dutes of a Company Sccretary.
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7. What are the contents of Memorandum of
Association? Discuss the secretarial procedure of
al.~ration of name clause.
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8. (@) What are the provisions of cxtra-ordinary general
meecting?
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(b) Discuss the duties of Sccretary before the
statutory meeting.
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9. Write notes on any two of the following:
(a) Alteration of Articles of Association
(b) Agenda of Anuual General Meeting
(c) S.pecial F‘{esolution

(d) Qualifications of Secretary of a Company.

PTO.



6 4358-

TefefEd # @ faedl @ T foah fafaw

(3 wen ¥ siafizHi § o

(@ T Gy Afvays @ g

(@ fauy g -

(8 duf-gfaa | AL 10+10



