
SARDAR PATEL UNIVERSITY 
B.Com. (Semester-3) 

UB03CCOM59 : Secretarial Practice- Ill 
(Effect from June, 2020) 

Objective: The objective of the course is to impart basic knmvledge of the 
Company's sl.'crdary and sccrl'tarial practice . 
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,------··--~-- Description in detail 
Dividend and Interest: 

I 
Mear_1i~g and_ dcfinit~o~-c.·orn~~ny's act provisions for dividcnd­
ProvJsJcms ol Tabk A for dJvJdcnd-Proccdun: to pay off 

' dividend-Dividend List-Dividend \\/arrant-Dividend Mandate-
! Jnpaid Dividend-Interim Dividend-Secretary's duties regarding 

: di\ idend-Interest from capitai-Diflercnce between dividend and 
f interest 
i Capital Market: 

: Meaning and definition-Types of Market: Primary and Secondary-
2 ! Share Market: meaning and definition-development-

' characteristics- irn portancc-Organ ization of share market: [3 S [-
11\SI-sccurities transactions-SFBI 
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! Wcightage (%) 

25% 
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Bornm ing Powers: 

------- -------------, 

J 
Capital management-Requirement of capital-Borrowing Powers­
Controlling of borrowing powers-Types of borrowing: Bank Loan­
Cash Credit-Bank Overdraft-Discounting Bills-Public Deposits-
Financial Institutes , 
-------- -~~--~~----------------------·- . -------1·--~----------

, Memorandum of Association, Articles of Association and 'I 

Prospectus: , 

. (/\) \1emorandum of Association and Articles of i\ssucialt,•Jl: 
: MOA: ,'v1eaning-definitiun-illlportancc and sections 

~ 
AOA: Mean ing-detinition-importance-prov is ions-Table A 
(8) Prospectus: Meaning-definition-structure and importance-
matters to be stated in prospectus (section 26)-company's act 
_Q!Ovisions-reg~~~3.~i~lf"!__o_fp_rQspectus (section 389) ·----- ___ _ 

Rccom mended Reading: 

1 Secretarial Practice-M. C. Kuchal- Vikas Publication 
2. ~lanual of Secretarial Practice- B. N. Tandem-S. Chand & Co. 
l. A Textbook of Company Law-P. P. S. Gogna-S. Chand & Co. 
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