
NIR/KW/18/5447

Bachelor of Commerce (B.Com.) Semester–II Examination

SECRETARIAL PRACTICE

Compulsory Paper—3

Time : Three Hours] [Maximum Marks : 80

Note :— (1) ALL questions are compulsory.

(2) All questions carry equal marks.

1. (a) Define the term Secretary. State the functions of a Company Secretary. 8

(b) State the procedure for conversion of a private company into public company. 8

OR

(c) Define Memorandum of Association. Explain the procedure of alteration in name clause and domicile
clause. 16

2. (a) Define company meeting. What are the different types of company meeting ? 8

(b) Draft specimen of notice and agenda of First Board Meeting. 8

OR

(c) Explain the ordinary and special business to be transacted at the meeting of company. 16

3. (a) Define the term ‘Report’. What are the essentials of Good Report ? 8

(b) What is E-filing ? State the procedure of e-filing. 8

OR

(c) State the powers and functions of National Financial Reporting Authority (N.F.R.A.). 16

4. (a) State the procedure of appointment of additional director. 8

(b) Define Managing Director. What are the restrictions imposed on the appointment and remuneration of
Managing Director ? 8

OR

(c) Write rules regarding resignation and removal of directors according to Companies Act. 16

5. Answer in brief :

(a) Write note on allotment of (DIN) Director's Identification Number. 4

(b) What do you mean by E-voting ? 4

(c) Write short note on Corporate Governance. 4

(d) Write note on Key Managerial Personnel. 4
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¼ejkBh ekè;e½
1. ¼v½ lfpo ;k laKsph O;k[;k |k- daiuh lfpokph dk;sZ lkaxk- 8

¼c½ [kktxh daiuhps lkoZtfud daiuhr :ikarj.kkph dk;Ziz.kkyh lkaxk- 8

fdaok

¼d½ ?kVuki=dkph O;k[;k nîk ukao okD; vkf.k LFkku okD; ;ke/;s ifjorZukph dk;Ziz.kkyh Li"V djk- 16

2. ¼v½ daiuh lHks ph O;k[;k nîk daiuh lHksps fofo/k izdkj dks.krs vkgsr \ 8

¼c½ eaMGkP;k izFke lHksph lwpuk vkf.k dk;ZØ; i=hdspk uewuk r;kj djk- 8

fdaok

¼d½ daiuh lHksr gks.kkjs lkekU; vkf.k fo'ks"k O;olk; O;ogkj ¼Ordinary and Special Business½ Li"V djk-
16

3. ¼v½ vgoky ;k laKsph O;k[;k |k- pkxaY;k vgokykps vko';d ewís dks.krs vkgsr \ 8

¼c½ bZ&uLrhdj.k Eg.kts dk; \ bZ&uLrhdj.kkph dk;Ziz.kkyh lkaxk- 8

fdaok

¼d½ jk"Vªh; vkfFkZd vgoky vf/kdkjh (N.F.R.A.) ;kaps vf/kdkj vkf.k dk;sZ lkaxk- 16

4. ¼v½ vfrfjDr lapkGdkP;k fu;qDrhph dk;Ziz.kkyh lkaxk- 8

¼c½ O;oLFkkidh; lapkydkph O;k[;k |k \ O;oLFkkidh; lapkydkph fu;qDrh vkf.k eku/ku ;koj dks.krs
izfrca/k ykxw gksrkr \ 8

fdaok

¼d½ daiuh vf/kfu;ekuqlkj lapkydkpk jkthukek vkf.k fu"dklu ;klaca/kh fu;e fygk- 16

5. laf{kIr mÙkjs fygk %

¼v½ lapkyd vksG[k uacj vkoaVu ;koj fVik fygk- 4

¼c½ bZ&ernku ;kiklwu vki.kkl dk; vFkZcks/k gksrks \ 4

¼d½ dkiksZjsV xOguZUl ;koj laf{kIr fVi.k fygk 4

¼M½ izeq[k O;oLFkkiu deZpkjh (Key Managerial Personnel) ;koj fVi.k fygk- 4
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¼fgUnh ekè;e½
1. ¼v½ lfpo ;g laKk ifjHkkf"kr dhft;s A daiuh lfpo ds dk;Z crkb;s A 8

¼c½ futh daiuh dk lkoZtfud daiuh esa :ikarj.k dh dk;Zfof/k crykb;s A 8

vFkok
¼d½ ik"kZn lhek fu;e ifjHkkf"kr dhft;s A uke okD; ,oa LFkku okD; ifjorZu dh dk;Ziz.kkyh Li"V

dhft, A 16

2. ¼v½ daiuh lHkk dh ifjHkk"kk nhft;s A daiuh lHkh ds fofHkUu izdkj dkSu ls gSa \ 8

¼c½ eaMy ds izFke lHkh dh lwpuk ,oa dk;ZØe if=dk dk uewuk rS;kj dhft;s A 8

vFkok

¼d½ daiuh dh lHkk esa lEikfnr gksus okys lkekU; ,oa fo'ks"k O;olk; ¼Ordinary and Special Business½ Li"V
dhft;s A 16

3. ¼v½ izrhosnu ;g laKk ifjHkkf"kr dhft;s A vPNs izfrosnu dh vko';d ckrs dkSu lh gSa \ 8

¼c½ bZ&uLrhdj.k D;k gS \ bZ&uLrhdj.k dh dk;Zfo/kh crykb;s A 8

vFkok

¼d½ jk"Vªh; foÙkh; izfrosnu vf/kdkjh (N.F.R.A.) ds vf/kdkj ,oa dk;Z crykb;s A 16

4. ¼v½ vfrfjDr lapkyd ds fu;qDrh dh dk;Ziz.kkyh crykb;s A 8

¼c½ izca/kfd; lapkyd dh ifjHkk"kk nhft, A izca/kfd; lapkyd dh fu;qDrh ,oa eku/ku ij dkSu ls izzfrca/k yxk;s
tkrs gSa \ 8

vFkok

¼d½ daiuh vf/kfu;e ds vuqlkj lapkyd dk bLrhQk ,oa fu"dklu ds laca/k esa fu;e fyf[k;s A 16

5. la{ksi esa mÙkj fyf[k, %

¼v½ lapkyd igpku uacj vkcaVu ij fVIi.kh fyf[k, A 4

¼c½ bZ&ernku ls vkidk D;k vk'k; gS  \ 4

¼d½ dkikZsjsV xOguZUl ij laf{kIr fVIi.kh fyf[k, A 4

¼M½ izeq[k izca/kdh; deZpkjh (Key Managerial Personnel) ij fVIi.kh fyf[k, A 4


