
 

  

 

 

B.Com. DEGREE EXAMINATION —  

JUNE, 2010. 

Second Year 

Corporate Secretaryship 

BUSINESS CORRESPONDENCE AND 

SECRETARIAL PRACTICE 

Time : 3 hours Maximum marks : 75 

SECTION A — (3 × 5 = 15 marks) 

Answer any THREE questions. 

1. What is Business Communication? 

 ÁoPz uPÁÀ öuõhº¦ GßÓõÀ GßÚ? 

2. What are sales letters? 

 ÂØ£øÚ Piu[PÒ GßÓõÀ GßÚ? 
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3. Who may be appointed as a secretary of a 

company? 

 {Ö© ö\¯»µõP £o¦›¯ £o¯©ºzu¨£k® |£ºPÒ 

¯õº? 

4. What are the duties of the Secretary towards 

shareholders of a company? 

 {Ö©zvß £[SuõµºPÐUS ö\¯»º BØÓ ÷Ási¯ 

Phø©PÒ ¯õøÁ? 

5. Define Statutory Meeting. 

 \mh•øÓU Tmh® GßÓõÀ GßÚ? 

SECTION B — (4 × 15 = 60 marks) 

Answer any FOUR questions. 

6. Examine the different parts of a Business Letter. 

 ÁoP Piuzvß £À÷ÁÖ £õP[PøÍ ÂÁ›.  

7. A customer has applied to his banker for a loan 

against a life policy. Write to him as the manager 

of the bank that the loan can be arranged upto the 

surrender value of the policy. 
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 B²Ò Põ¨¥mk ¤øn¯zvß ÷£›À Phß ÷Ási 

Âsn¨£® ö\´u ÁõiUøP¯õÍ¸US Á[Q°ß 

÷©»õÍµõP P¸v, B²Ò Põ¨¥miß Âk ©v¨¤ß 

Ai¨£øh°À Phß ÁÇ[P¨£k® GÚU öPõsk Kº 

£vÀ Piu® ÁõiUøP¯õÍ¸US ÁøµP.   

8. State the role of a Company Secretary in 

conducting meetings. 

 Tmh[PÒ |hzxÁx öuõhº£õP {Ö©a ö\¯»›ß 

£oPøÍU SÔ¨¤kP. 

9. Explain the contents of Memorandum of 

Association. 

 Aø©¨¦ •øÓ÷¯miß EÒÍhUP[PøÍ ÂÁ›. 

10. Explain the rights and duties of the Secretary of a 

company. 

 {Ö©a ö\¯»›ß E›ø©PøÍ²® Phø©PøÍ²® 

ÂÍUS. 

11. Discuss the obligations of a secretary in relation to 

forfeiture and re–issue of shares of a company. 

 {Ö© £[S JÖ¤Ç¨¦ ©ØÖ® ©Ö öÁÎ±k SÔzx 

{Ö© ö\¯»›ß ö£õÖ¨¤øÚ ÂÁ›. 
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12. Differentiate the General Body Meeting with 

Exordinary Meeting. 

 Bsk ö£õxU Tmhzøu A\õuõµn Tmhz÷uõk 

÷ÁÖ£kzv ÂÍUSP.  

——––––––––– 


