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Unit

Description in detail

Weighting
(%)

Office Management

Concept Of Modern Office — What Is Office ManagemerScientific Office
Management — Office Manager — Functions and Redpbtiss of Office
Manager — Need for System / Procedure / Commupitatr Use Of
Technology For Efficiency — Filling System — Use Obmputer For Dat
Management

25%

Introduction to company Form of Organization
Meaning, features, merits & demerits of joint stook
Company formation procedure with reference to memdum of associatior

articles of association and prospectus. ConversidPrivate Itd. to Public Itd.

company

N

25%

Director- position, qualification, disqualification, apptament, duties, powers

Managing Director-qualification and appointment

25%

Notice, Agenda, Quorum, Proxy, Resolution, Minutes.

Statutory Meetings, Annual General Meeting, Extrdifary General Meeting

25%

Basic Text & Reference Books

VVVVY

Company Law & Secretrial Practices by M J Mathew
Company Law By N D Kapoor

Modern India company law by M C Kuhal
Secretarial Practices 1 & 2 by B S Shah

Office Management by C B Gupta

Pagel of 1



