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SECTION - A

Questions from 1 to 15 are multiple choice type questions.
Select and write the correct answer from the options. Each
question carries 1 mark:

1) With which organisation is correspondence carried out to
get adequate water supply in big cities?
(A) State Government (B) Municipal Corporation
(C) Gram Panchayat (D) Central Government

2) When the employee frequently commits indiscipline, which
punishment does the business firm give, as the last resort?
(A) Promotion (B) Demotion
(C) Completion of service (D) Transfer

3) What is written at the beginning of an appointment letter?
(A) Good wishes (B) Congratulations
(C) Reminder (D) Result of written interview

4) How many main forms of E-Communication are widely used?
(A) 4 B) 5
©) 6 D) 7
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3)

6)

7)

8)

9)

10)

11)

Which of the following does not determine the success of
presentation?

(A) effectiveness of the presentation

(B) use of technology

(C) grasp on the part of listener / attendees

(D) gender of the presenter

Which allotment of share is void from the very beginning?

(A) Irregular (B) Illegal
(C) Before public issue (D) Private placement

How much, gap should be there in between 2 installments

of Share call?
(A) 1 month (B) 2 months
(C) 3 months (D) 4 months

If shareholder is declared insolvent .....
(A) compulsory transfer shall be done.
(B) voluntary transfer shall be done.
(C) partial transfer shall be done.

(D) no transfer shall be executed.

Which market is known as the barometer of the development

of country?

(A) a market for speculators (B) share market

(C) cash market (D) product market
Whose permission is required to issue debentures?

(A) RBI (B) SBI

(C) SEBI (D) IRDA

What is the minimum number required as directors in a Public
company?

(A) 2 B) 4

<© 3 (D) 5
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12) Who can be appointed as Managing Director?
(A) Recognized Institutions (B) Living Person
(C) Partnership Firm (D) Private Ltd. Company

13) Which of the following is not included in the duties of
secretary regarding Agenda?
(A) to draw the attention of the quorum regarding
important issues.
(B) todraw the attention of the legal aspects for the meeting.
(C) convey thanks to the members.
(D) to prepare a specimen of the notice of the meeting.

14) Who can cast vote in case of equal votes?
(A) Secretary (B) Creditors
(C) Chairman (D) Directors

15) Which meeting is mandatory to be called as per the
Companies Act?
(A) Annual General Meeting
(B) Statutory Meeting
(C) Extra-Ordinary Meeting
(D) Board of Directors Meeting.

SECTION - B

] Answer the following questions from 16 to 30 in one sentence
each. Each question carries 1 mark:

16) How is the amount written in bank correspondence?
17) Which institutions are included in public utility services?
18) Whatis Recruitment?

19) What is the meaning of Demotion?
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20) Whatis E-Stamping?

21) Who should be at the centre of presentation?
22) What is Surrender of Share?

23) Name the types of Dividend.

24) What type of asset is Share for Shareholders?
25) When will a court appoint trustee / guardian?
26) Give the meaning of Convertible Debenture.

27) Who can acquire membership in a Hindu Undivided Family
by purchasing share?

28) Who manages the company in modern time?
29) How many types of company meetings are there?

30) What is Quorum?
SECTION - C

Answer Any 7 of the following questions 31 to 40 in short.
Each question carries 2 marks: [14]

31) Regarding which issues are complaint letters written to the
banks?

32) Which organisations are included in Local Government

Organisations?
33) State the reasons for Promotion.

34) Mention the circumstances for Transfer of share under the

Operation of Law.
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35) State the types of Debentures.
36) What is Debenture and Debenture Certificate?

37) Under what circumstances can a subsidiary company

acquire membership of holding company?
38) When is a nominee director appointed?
39) State the types of Directors.

40) Give the meaning and definition of winding up of Company.

SECTION - D

Answer Any 5 of the following questions 41 to 47 in short.
Each question carries 3 marks: [15]

41) Write about the Companies Act regarding share call.

42) Differentiate between Share and Debenture. (Write any 6
points).

43) Who can acquire membership in a company?

44) Write down the provisions of Company Law regarding
Quorum.

45) Differentiate between Ordinary Resolution and Special
Resolution.

46) Give Meaning:
(1) Voluntary winding up of Company.
(i1) Voluntary winding up of Company by Members.
(iii) Voluntary winding up of Company by Creditors.

47) Write about the circumstances for Voluntary Liquidation of
a Company.
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Answer Any 4 of the following questions 48 to 53 pointwise.

SECTION - E

Each question carries 4 marks:

48)
49)

50)
51)

52)

53)

Write about the Procedure of Share Allotment.

Differentiate between Share Transfer and Share
Transmission.

Explain circumstances for termination of membership.

Explain the provisions of the Companies Act for Managing
Directors.

Write the meaning of the Minutes Book and its objectives
and details included in it.

Write in detail about the circumstances for Compulsory
Liquidation by tribunal / court.

SECTION - F

Answer Any 5 of the following questions 54 to 60 as

directed. Each question carries 5 marks :

54)

55)

56)

Write a letter to State Bank of India on behalf of Shri
Champaklal Mehta, Bhachau to avail the facility of Education
Loan for his son.

Draft a letter of Appreciation for the better performance in
Public Health and Hygiene.

Draft a letter regarding difficulties faced by the people due
to encroachment of carts and hawkers on the public roads
of your city.
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37)

58)

59)

60)

Draft a circular for the employees of a company to park
their vehicles in the allotted parking space given by the
company.

Draft a letter to Shri Shubham Trivedi to attend the Personal
Interview.

Write an E-mail on behalf of Dwarka Health Department to
Healthy Sanitizer Manufacturing Company to purchase
500 L of Sanitizer.

Write in detail about the points to be kept in mind while
Presentation.

L 2 2 4
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