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SECRETARIAL PRACTICE (52) 

Time: J Un. (4 Pages) 

Note: (/) All questions are compulsory: 

Mas. Marb : 80 

(2) Figures lo the right indicate full mark.t for the questim1.t. 

(3) Figure.'- to the left i11dicate quesrion numbers. 

(4) An.rwer to every queslion must be started nn a 11ew page.

Q. 1. (A) Select the proper option from the options given below and 1151 

rewrite the sentences: (5) 

(1) Refusal to allot shares· is conveyed through __ _
� regret letter• (b) allotment letter

( c) call letter

(2) If a share of , I 00 is issued at � I 00, it is said to be
issued at
(a) premiurn
( c) discount

(3) Wealth maximi7.ation of owner means maximization
of ____ of shares.

� face value 
( c) market value ·

(b) issue value
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(4) Unpaid/ Unclaimed dividend shall be transferred to
'lnve5tors· Education and Protection Fund' on expiry
of vears. 

-----· 

(a) three �en (c) six

(5) A company with shaR capital must issue __ _
shares. 

$ equity• 
(c) right

(b) preference

(B) Match the correct pairs of words from group • Ay and 
group ·s·

Group •A· Group •s·

(5) 

(a) Dividend (1) Securi!Y about repayment
,....., 

(b) Financial plan (2) 1875
(c) Secured debentures (3) Return on investment

of shareholders
(d) American depository (4) 1857 

receipt 
(c) EstablishmentofBombay (5) Management ofbusiness

Stock Exchange funds
(6) Repaid on maturity
(7) Debenttue certificate holder
(8) Advance programming of

financial management _,C
(9) Receipt is traded in a

countrv other than USA
• 

r

( 10) Receipt is traded in USA -�_':

(C) Write a word I tenn / phrase which can substitute each of
the following statements

( 1) A market where short term funds are borro\ved and
lent
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(2) The shares which are issued to existing equity
,-.._ .

shareholders as a gift.

(3) The bonds on which rate of interest remains constant
throughout the life of the bond.

(4) The organization which acts a" intermediary betwc,en
investors and depository.

(5) Documents used for pavment of dividend to members.
• 

a • 

Q. 2. Distinguish between the following (Any THREE):

(I) Dematcrialization and Rcmaterialization

Q. 3.

(2) Transfer of shares and Transmission of shares

(3) Primary market and Secondary market

(4) Shares and Debentures

(5) Interim dividend and Final dividend

Write notes on the followi� tAny THREE): 

(1) Share warntnt

(2) Importance of financial planning�-

(3) Initial public offer (IPO)

(4) Global depository receipt

(5) Provisions regarding unpaid l unclaimed dividend

(ISi 

(15) 

Q. 4. State, with reason� "'hetber the follo"·ing statements are [151 
True or False (Any THREE): 

(I) The financial market contributes towards the nation's
economic gro'\\1h and development.

(2) The bond holders are owners of the company.
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Q. 5.

Q. 6.

, 

(3) Depositor's approval.is must tor renewal of deposit.

( 4) A share certificate is a bearer document.

(5} Debentures are never redee-med by the company. 

Aaswer the following (Any TWO) : 

(1) State the position of debenture holders in a company.

(2) Draft a letter of thanks to the depositor of a company.

(3) What are the factors afTl-cting requirement of fixed capital'!

(4) Draft a letter to a debenture holder ini<>rming him about
redemption of debcnture-s.

Define ·preference shares·. Explain various types of preference 
shares. 

OR 

Draft a letter of allotment of shares to the applicant. 

••• 
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