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B.Com. General Part-II Examination, 2022

B.Com.
PAPER-2G1
SECRETARIAL PRACTICE

Time Allotted: 2 Hours

The figures in the margin indicate full marks.

GROUP-A / Tein-5

Answer any fwo questions
el (R 7 (CERCTERG
F1 ATl D] IR T8

1. (a) Define ‘Secretary’.
A3 (Secretary) PP I 9
AfeE (Secretary) URHINT THERT |
(b) What are the essential qualities of a successful secretary?
GFE e A SR wde & & o
A gD FaTID TUIEH D-b T ?
(c) Discuss the functions of the Secretary of a Gram Panchayet.

&l ~fReIcre AbCIR Fifen 7wl 41
T4 G=IIAD] AIdD! HHBT Tai T80 |

2. (a) Distinguish between Private Secretary and Company Secretary.

Ffeare #fba e @RI bR T #A19eT @)
ol |fa X SRl A diea! 9 e |

(b) Discuss the essential qualifications and functions of a Company Secretary.

GFE (FHeT A9 TR @el<E ¢ TR wfa T
HH] HeheId] aTIH 0T I BRG] INAT T4t T |

3. (a) What are the requisites of a Valid Meeting?
3% (34 TOIF LG =S (requisites)-&f & & 9

AT ISP BT MMAIYTRd] B @l ?
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(b) Write short notes on / fsfeie Razafw Sofq Biel 19 / fewol oegeR:
(i) Motion and Resolution
a9 (Motion) @R ANl (Resolution)
(i1) Minutes of a meeting.
@3 IS Minutes |
Jodd! He |

4. (a) What is a statutory meeting? What is the purpose of holding a statutory
meeting?

fifxaa 1ol & 9 [ifgwm el ©iwR (holding)-3 Sy {5 9

HAGT® (statutory) 6 WDl & Bl ? HATH dob IE Pl IegT & 8l ?
(b) Distinguish between ordinary meeting and emergent meeting.

AFe S| @ TR T W& AL [F 9

AR (ordinary) S8 X 3MBRADG (emergent) §3d el H=idr ﬁﬁ?ﬁ?{l

(c) Discuss the duties of a secretary in connection with the holding of a General
Meeting.

3B AMFel 7St SRS (holding) FICE AFE AHEE T (duties) I F1
ARIRYT AT SRS T AR AfIaH] Hadew Bahd e |

GROUP-B / f<etal-2

5. Answer any two questions:

@I 76 &leew Teq mies
H1 ATl D] IR T8

(a) Discuss the functions of the secretary of a Zilla Parishad.
fea iftama o s & 9
RoTear uRyga! Afgas! Srigwa! @@ TJa |

(b) What is an Agenda? Is Agenda an essential part of a notice?
‘Agenda’ ICP 0T 2 33 i @3 notice-9a T=ifaa wes ?
‘Agenda’ & B ? & ‘Agenda’ JIAIDI AATIH {NT BT ?

(c) Discuss the role of a secretary in connection with holding of an emergent
meeting.

@35 IFF To! TIFE 0T (holding) GF&= Ab(3R St 3¢t F41
ATHRAD d3H IRATST T+ A=A AIdD! Hidss BAbhd TaY |

(d) What do you mean by quorum of a meeting? Briefly discuss the voting
procedure of a Board Meeting.
a1015if€ FIF I (quorum) ? @I “IfisEF Ffe7 e (Board Meeting) S5
LCEREERIFR N AL TR

dGPT TGRS AT (quorum) =Tl & 350 ? dIe dodd] Ada Uihal
INAT HfE ®UAT BA%d THBN |
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GROUP-C / fqetat-t

6. Answer any five questions:
@-CFICA 5D eleas T wies

F UMgdeT UeAdHl IR oRegs N

(a) How may a secretary be removed from his /her office?
GFE DA Aot Ol FIAeT (AF TS 7w AE 2
IfaeTs SHBI HRITAIAIE BT §SSH AfhD ?
(b) Who appoints the secretary of a Gram Panchayat?
a1 Helire Aba el fWeiet 23 ¢
T4 G=IdD] Ad g &el T ?
(c) Is it compulsory for a Co-operative society to appoint a full-time secretary?
@35 Co-operative society-93 (G G FTCER A fAciel & JrrorE ¢
& RPN IO qoiETRG W FREs T s © 2
(d) Define ‘Amendments’.
‘Amendments’ FICP (T 2
e (Amendments) TRETNT TH89 ?
(e) Who signs the Memorandum and Articles of a Company?
@ @A PRI (Memorandum)-93 979 (Article)-a F4 F90 AR 9
FHHAIHT OIS (Memorandum) X (Articles) ogHT B TRIER TS ?
(f) Who can be the Secretary of a Zilla Parishad?
(e ARIWR AR & 20O 2AE 9
RTee gRYgHT AId B g7 FIS ?
(g) Is secretaryship a profession? — Comment.
D9 #n 5 @6 o1l 9 — SICETb T
& AT Yg WDl U= B ? — fewoll Jege |
(h) Can the director of a company act as a secretary?
@ @A SAfsEe & 7 AR Fie Fa00 2@ 2
& BB Fedel ARG WYAT BTH T+ qIS ?
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