UG-330 BCS-24

B.Com. DEGREE EXAMINATION —
DECEMBER, 2018.

Second Year

Corporate Secretaryship

BUSINESS CORRESPONDENCE AND
SECRETARIAL PRACTICE

Time : 3 hours Maximum marks: 75

SECTION A — (3 X 5 = 15 marks)
Answer any THREE questions.

1. What are the informations to be included at the
time of drafting orders?

QO SlgHBIGmeT SLTHGGD Crrsdler CamssliuL
Couairig W SSHEUDSET WLITEnE?

2. Explain the features of banking correspondence.

umidl slgHsdlem Spliduisener cllersEs.

3. What are the statutory registers of a company?

e Bimeuangdlen Ll Tel LFle EHeT wimeneu?
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What restrictions have been imposed by the
companies Act, 2013 in respect of allotment of
shares?

Blmeuar sl 2013-ar, L UBEG @GS gD
ellEslul (HeTer sL_(HLLTHSET Wreneu?

State the legal provisions regarding the Board
Meetings.

aumflwg gl L msdar Osrifurer gL elflsamers

GINIICGES
SECTION B — (4 x 15 = 60 marks)
Answer any FOUR questions.

Discuss the need for drafting enquiry letters.
cdgmganent sigsmsamer swrflliugnarear Coameuamuil

b efleurs).

Describe the different types of banking
correspondence.

LCeum euamswITeT aumkid &g Shigamer alleur.

What are the guidelines for writing Collection
Letters?

AUGD  BGSHIGMET  CT(PFIeUSHETEr ULl (LPENDSET
WITeneu ?
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10.

11.

12.

Classify reports on the basis of functions.
Qeweur@samer Sl LIL®L WSS Q& meser(h)
9D EDSHEMET CUNSLILI(H SIS,

Examine the rights and liabilities of a company
secretary.

@m  Bmws  Csweorarfler o feawser  HMILD
Qurmiiysener elleul.

Explain the steps involved in transfer of shares.
Umki@ wrom bl (panuler LoGeum &L Bisamer
aSleul.

Describe the essential requirements of a company
meeting.

Bming gal L SHlem g LiLienL gamisaer afleur.
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