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Note: Kach question carries equal marks.
Aﬁswer any four of the following.
Q.1 What is allotment of share? Explain its procedure and allotment of shares on
private basis. ' ' ' I
(.2 State the duties of a secretary regarding share allotment and explain irregular

allotment of share..

Q.3 Describe the procedure of calling for share installments and Explain provision of

company act regarding call of share.

(.4 State the legal provisions for listing of securities and Explain benefits of listing of

secuvities.

(1.5 Give the meaning of forfeiture of shares, state the legal provisions for forfeiture of

shares.

Q.6 Explain the procedure of forfeiture of shares and state the duties of Company

Secretary for forfeiture of shares.

(.7 (a) What is office management? State its characteristics
(b) State Modern Office Equipment.

Q.8 (a) Explain the functions of office management.

(b) State the procedure of inward letters. *
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