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Define Office. Explain in detail need for system and procedure for

inward communication. (15)
OR

Explain in detail use of computer for data management in the (15)

office.

Define Joint Stock Company. Explain in detail conversion of

private limited company to public limited company. (15)
OR

Explain in detail procedure for company formation. (15)

Explain in detail appointment and duties of Director. (15)
OR

Write a note on qualification and powers of Director. (15)

Write a note on:

1. Proxy (5)
2. Resolution (5)
3. Minutes (5)
OR
Explain in detail legal provisions and secretarial duties for annual (15)
general meeting.
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