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Unit : 1    Secretary  :  

Meaning–Types of Secretary-general and legal   qualification of Company  
Secretary-Pre-incorporation and post incorporation duties of company 
 Secretary- Powers and Responsibilities of Company Secretary. 
 

 Unit : 2    Company & Its Characteristics :   
   Meaning and Characteristics – Types of Company- Foreign Company- 
   Multinational Company-Illegal association -Advantage and Limitations of  
   Public Limited Company- Private Limited Company: Meaning and  
   Characteristics-privileges and restrictions of it-Procedure to convert  
                       Private Limited Company into Public Limited Company and Public  
   Limited Company into Private Limited Company.   
 
Unit : 3    (1) Listing of Securities : 
   Meaning-Legal Provisions for Listing of securities- Documents required  
   for listing of securities- Advantage of listing of securities. 
        (2) Calls and Forfeiture of Shares : 
   Meaning of calls – Provisions of Company Law regarding share calls-  
   Procedure of demanding call of share. 
   Meaning of forfeiture of shares- Legal provisions for forfeiture of shares 
   -procedure of forfeiture of shares-effects of forfeiture of share- 
   Procedure of reissue of forfeited shares – secretary’s duties.    

 
Unit : 4    Office Management  :  
   Meaning & characteristics- Functions procedure of inward and outward 
   letters – Importance of correspondence - Brief idea of modern office  
   equipments – Importance of office management. 
 
Note :  20 % weightage is to be given to objective question (except M.C.Q.) covering 

entire      syllabus. 
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