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Q.l.A. Fill in the blanks with appropriate word :

1. means correctness or exactness or perfection in dealing with work.

a. Adaptability b. Accuracy c. Tactfulness

2. The person who presides over the meeting is known as 

-'

a. Secretary b. Chairman c. Director
3. Annual General Meeting must have a notice of atleast clear days.

a.7 b.2t c. 14

4. Proper alrangement of various parts of letter is called

a. Physical appearance b. Layout c. Margin
5. Bank provides overdraft facility to account holder.

a. Saving A/c. b. Fixed A/c. c. Current A,/c.

B. Match the groups :

A

1. The statutory meeting a. Once in a financial year

Z. Annual General Meeting b. Invitation to public for investment in share

3. Agenda c. Loss bY fire
4. Prospectus d. List of the things to be done at the meeting

5. Fire Insurance e. Onqe in a life time of a eompany

C. Answer the following in one word.

1. An authority that issues a certificate of lncorporation.
2. The name and address of the letter writer.
3. A report which is prepared before Statutory meeting.
4. A body of elected representatives of share holder of a company.

5. A slip used for depositing money or cash in a Bank account.

Q.2. Distinguish between the following (Anv three)

1. Shareholders meeting & Board meeting.
2. Motion & Resolution
3. Auditor & Company Secretary
4. Agenda & Minutes
5. Voting by show of hand & poll

Q.3. Write short notes on the following (Anv three)

1. Annual General Meeting
2. Physical Appearance of the letter
3. Notice
4. Director
5. National Company Law Tribunal (NCLT)
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Q'4' State, with reasons whether the following statements are True or False (Any three)

1 Statutory meeting is hetd every year.
2. Chairman has a power to give casting vote3. Business letter is the silent salesman4. Margin on all sides is a waste of paper.5. Joint Stock company'is an artinciai person created by raw.

Q.5. Answer the following questions (Anv two)

1' write a letter requesting a Bank to stop payment of a cheque.
? State the importance of a Business correspondence3' Draft of Notice and Agenda of a Routine-Board Meeting.4. What are the legal provisions regarding quorum ?

Q.6. Answer the following question in detail (any one)

Explain the layout of business letter.
write a letter to Insurance company informing them about Marine Loss.
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