VAV M5
.M. Salgaccar Higher Secondary School, Margao
First Term Examination, 2025
SUDB: Seeretarial Practice

STH: Xlth Date: 6/ 1072025
Max Marks: 88 Time: 3 Hour

INSTRICTIONS:

. All questions are compulsory.

* Cuestion Mo, | to Question Mo, 10 are of MCOQ and are of 1 mark each.

. Question No. 11 to Question No. 20 are to be answered in a word or a phrase and

are of 1 mark each, y

- Ouestion Nos. 21 to 28 are of 2 marks cach.

. Question Nos. 29 to 36 are of 3 marks each,

. Question Nos. 37 to 41 are of 4 marks each,

. Internal choice has heen provided in question 10,39 and question no. 41 of 4

marks each
|, The quality of a seerctary which focus on to cary out work cheerlully with pleasing

manners. combined with kindness, B
a. Adaptability
b Courtesy
¢. Panence
d. Loyalty
2. The authornty that controls the Cooperative Societies mn Lhe stalc.
a. Remsirar of Cooperative Sociefies
b. State Cooperative Societics
¢. Registrar of Company
d. Central Cooperative Socielies
_ The principle of business correspondence that focuses on concept of *You Attitude™

a2

a, Conversational
b, Clarity
c. Coneciscness
d. Courtesy
4, Which part of letter thal helps the receiver to know quickly what the letter 15 about

Salutation

.
b. Inside address
¢, Subject

d, Thate



\

5 Esgential of valid mecting, which keeps written tecord of business transacted al a duly
convened and conducted meeting.
4. Notice
h. Agenda
c. Point of arder

d. Minutes
6. The term noticé is derived from the Latin word

a. Noltia
b. Nolha
c. Notary

d. Motative
7 The feature of Joint Stock Company which states that a shareholder is limited to
armount nnpaid on their shares and their personal proparty cannol be used to satisly the

debis ol the company.
4. Large membership
. Common seal

¢, Limited liability

d. Perpetual succession
“ ife Tnsutance Corporation of India™ was registered under Sp ecial Act of Parliament,
L1C Act 1956, Identify the kind of company mentioned above. .
a. Chartered company

b. Statutory company

¢. Registered company

d. Privale company

0. Companies Act, 2013 roduced the new concept of OPC an expert committee of

P

a. DR, 1T IRANI 2003
b, DML, 1T IRAMNL 2006
c. DR.LJIRANI 2007

d. DR LT TRANI 2008
10 “Cerrificate of  Incorporation”  are coned  in clectronic  format by

inistry of Corporate Affairs
Ministry of Communication Services
Ministry of Corporate Administration
d. Minisery of Central Adlairs
11.Give a word for secretary during Ancient Indian Literainre.

6o



[2.*Miss Reena newly uppointed secretary was selected based on one of the qualities

e related 1o her Personality: due to her healthy physical appearance and an energetic
=7 disposition. Identify the quality of secretary in ubove situation.

L3 What is campanies peid up share capital, that compulsonily require to appoint a whole-
time company secrataty under section 383 A of Companies Act, 2013.

I4. List out any one qualification for secretary of political party.

13, What 1s the main source of maintaining a bond with the customers for developing,
suceess and growth of business?

I6.Name the part of letler which required when the letter writer wants to add some
inportant matter alter letter writing is finished.

17.Name the concepl when a proposed motion is accepted by the meeting with the
requisite majority of votes by the members. 5

15, Whal is the maximum number of members allowed m private company?

19 2EXPO It is company which is incorporated in Eorea but recently being established
n Defhi.” Which kind of company is highifighted in above slatemeant.

20). Ciive Abbreviation [or NEFI,

21, Explain Appointment and qualification required for Government Secrefary.

22 Explain any two parts of body of the letter.

23, Last out four layouts of a lelter.

24.What is quorum required as per section 174 of the Companies Act for a General

ieeting for both private and public company?
:'~. "Meeting enables the management to arrive at the correct and thoughtful solutions to
the problem.” Justily the above statement by giving any four points,

20."Even after having so many advantages Joint Stock Company faces some demerits.™
State any four.

27, How One Person Company is dilTerent from Sole Proprictorship with respect 1o (i)
Tax Puyment; (i) Liability,

28. T obtain DIN, concern authority asks lor submission of nec essary documents atinched
ilong DIR-3 form. Give any four such documents that need ta be submitted in case of
Indian Mationals,

29 Tdentily und ew.:plﬂm the characteristics of Secretary highlighted below:

a. Mr. Rakesh was appointed by Goa Textiles Lid to assist in secretarial work of the
Organization and hence he is paid monthly salary for his work,

b. Miss Tayshree, a secretary of “Ahuja Ttd” handles companies’ important data and
mformation secretly without leaking oul to ather.

¢, “Balaji Ttd" wants ta appoint secretary who is loyal, tact and puncrual with
Bachelor's degree in concern field with having knowledge m administration,
computer work, and leaal law.

3. Blate any six functions carried out by secretary of Non-Profit Assaciation.



31. Explain any three functions of Personal secretary.

32. Drafi specimen of Outward Eegister with its content.

33.Explain Amendment and mention its four forms of Motion/Amendment.

34. Explain any Lhree characteristics ol “Super National Enterprises.”

35.Explain the kinds of the company hased on Liability.

36.Explain the following stages of Incorporation:

a. Selection of name
b. Payment of ROC Fees & Stamp Duty
c. Vertfication of documents

37.Explain the role of a secretary in accordance with the posilion of a secretary of cach
organisation or oflice.

38 . Explain any four functions of Government Sceretary.

39 *Secretary is responsible for the business correspondence of the orgamisation and has
to handle all drafling and filing of the incoming and cutgoing mail in systematic
manner,” Explain the above statement with any four points.

OR
T etler which are received [rom other organisation or individual are to be maintaimed
properly by all business arganisation which involves series of steps Lo be followed ™
Justify the above statement with four steps.
40, Explain the following fearures of Joint Stock Company:
a. Common Seal
b, Incorporated associalion
¢, Ddistincl Legal entity
d. Agrtificial Person
41 Diflerence between Private and Public company with relerence to:
1. Issuc of Prospectus
ii. Minimum paid up capital
1i. Transfer of Sharc
iv. Name .
OR
Explain the following types of comnpany with an example:
. Charlered Company
ii. Registered Company
i, Holding Company
v, Bubsidiary Company
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