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Part A
Answer any ten questions.

Each question carries 2 marks.

1.  Explain the features of a company secretary.
2.  What are the statutory duties of company secretary?
3.  Who is a promoter?

4. What is Forfeiture of shares?

5. What is share certificate?

6. What is share transfer?

7.  Explain annual return.

8. Explain Balancesheet of Holding company.
9. What is resolution?

10. What is explanatory statement?

11. What is dividend?explain.

12. Difference between claimed dividend and unclaimed dividend.
(10%2=20)
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Part B
Answer any six questions.

Each question carries 5 marks.

Explain the secretarial functions and non secretarial functions of a company secretary.
What is Incorporation? Explain the duties of secretaray relating to incorporation.

State the Secretarial functions relating to capital subscription.

What are statutory books? Specify atleast four.

Explain the legal provisions and duites in mainatining books of accounts.

Give a specimen of minutes of AGM of a company with any four resolution.

Draft the agenda of the board meeting.

What are the powers of Board of Directors regarding Dividends?

Whata are the steps in divident Programme?
(6%5=30)
Part C

Answer any two questions.

Each question carries 15 marks.

Define company secretary and also explain the appoinment procedure and dismissal of
company secretary.

Explain Secretarial Duties in issue of share certificate and share warrant.
Prepare a sample notice for a board meeting.

Detail the factors which shoud be born in mind while recommending dividents.
(2x15=30)
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