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1A Define Office. Explain in detail functions of office manager. (10)

Q.1. (B) Write a note on need for office system. (05)
OR

Q.1. (A) Define Office Management. Explain in detail procedure for inward and outward (10)

communication. ' :
Q.1. (B) Write a note on Use of computer for data management. (05)
Q.2. (A) Define Joint Stock Company. Explain in detail features, merits of company. (10)
Q.2. (B) Write a note on Memorandum of Association.

OR

Q.2. (A) Discuss in detail company formation procedure. (10)

Q.2. (B) Write a note on conversion of Private Itd to Public Itd company. (05)

Q.3. (A) Discuss in detail qualification and appointment of Director. (10)

. (B) Write a note on Position of Director. ‘ (05)

.3. (A) Explain in detail duties of Director. - (10)

. (B) Write a note on Managing Director. , ‘ (05)

Q. 4. (A) Explainin detail legal provision relating to Statutory Meeting. (10)

Q.4. (B) Write a note on Notice. (05)
OR

Q.4. (A) Explain in detail dutles of secretary relating to Annual General Meeting. (10)

Q. 4. (B) Write a note on Proxy. ‘ (05)
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