
  

 

 

B.Com. DEGREE EXAMINATION –  

DECEMBER, 2018. 

Second Year 

Corporate Secretaryship 

BUSINESS CORRESPONDENCE AND 

SECRETARIAL PRACTICE 

Time : 3 hours Maximum  marks : 75 

SECTION A — (3 × 5 = 15 marks) 

Answer any THREE questions. 

1. What are the informations to be included at the 

time of drafting orders? 

 Bøn Piu[PøÍ u¯õ›US® ÷|µzvÀ ÷\ºUP¨£h 
÷Ási¯ uPÁÀPÒ ¯õøÁ? 

2. Explain the features of banking correspondence. 

 Á[Q Piuzvß ]Ó¨¤¯À¦PøÍ ÂÍUSP. 

3. What are the statutory registers of a company? 

 J¸ {ÖÁÚzvß \mh¨§ºÁ £vÄPÒ ¯õøÁ? 
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4. What restrictions have been imposed by the 

companies Act, 2013 in respect of allotment of 

shares? 

 {ÖÁÚ \mh® 2013&ß, £i £[S JxURmiÀ 

ÂvUP¨£mkÒÍ Pmk¨£õkPÒ ¯õøÁ? 

5. State the legal provisions regarding the Board 

Meetings. 

 Áõ›¯U Tmh[PÒ öuõhº£õÚ \mh ÂvPøÍU 

SÔ¨¤kP. 

SECTION B — (4 × 15 = 60 marks) 

Answer any FOUR questions. 

6. Discuss the need for drafting enquiry letters. 

 Â\õµøn Piu[PøÍ u¯õ›¨£uØPõÚ ÷uøÁø¯¨ 

£ØÔ ÂÁõv. 

7. Describe the different types of banking 

correspondence. 

 £À÷ÁÖ ÁøP¯õÚ Á[Q Piu[PøÍ ÂÁ›. 

8. What are the guidelines for writing Collection 

Letters? 

 Á`À Piu[PøÍ GÊxÁuØPõÚ ÁÈ•øÓPÒ 

¯õøÁ? 
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9. Classify reports on the basis of functions. 

 ö\¯À£õkPøÍ Ai¨£øh¯õPU öPõsk 
AÔUøPPøÍ ÁøP¨£kzxP. 

10. Examine the rights and liabilities of a company 

secretary. 

 J¸ {Ö©a ö\¯»õÍ›ß E›ø©PÒ ©ØÖ® 
ö£õÖ¨¦PøÍ ÂÁ›. 

11. Explain the steps involved in transfer of shares. 

 £[S ©õØÓ |øh•øÓ°ß £À÷ÁÖ Pmh[PøÍ 
ÂÁ›. 

12. Describe the essential requirements of a company 

meeting.  

 {Ö©U Tmhzvß Ai¨£øh TÖPøÍ ÂÁ›. 
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