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Long Answer Questions. Answer should be given in 800 to
1000 Words. Answer All questions. All questions are
compulsory.
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Define company secretary. Explain the position of a company
secretary in the eyes of law and his actual positions.
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What do you understand by the term ‘agenda’? List out the

routine terms of an agenda. What are special agenda items?
Give two examples.
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Define a meeting. What are the requisites of a valid meeting.
Distinguish between public meeting and private meeting.
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Short Answer Questions. Answer should be given in 200 to
300 Words. All Questions are compulsory.
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Distinguish between the duties of a ‘Routine Secretary’ and
three of an ‘Executive Secretary’.
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Discuss the role of a Secretary in connection with the
preparations for a general meeting.
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Write short note on ‘Open agenda’.
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Define the term motion.
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What is a special resolution? For what purpose are such
resolutions necessary?
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State and explain the purpose of holding different types of
company meetings.




