


ABBSOFT COMPUTERS

Company Law & Secretarial Practice
1 Mark Question

Q1.A place where business is transacted or professional services are available

a) office
b) market

c) shop


d) None of the above

Ans: a

Q2. An office is a place where _________ are carried on.

a) operational activities   b) clerical operations    c) transactions    d) None of the above

Ans: b

Q3 An office is regarded as _____ center.

a) professional

b) transaction

c) information

d) control

Ans: c

Q4 Decentralization  & specialization are two features of  _______office.

a) Professional

b) Traditional

c) Modern

d) Operational

Ans: c

Q5 Which one is not the prime activity of the office:

1.Typing

2. Printing

3. Counseling

4. Dictation

5. Communication

a)2

b)4 

c)3 

d)5 

Ans: 3

Q6 According to ____,”The main objective of an office is to provide the service of communication and record.”

a)Robert 
b)Wylie 

c)Faywol

d) G.R.Terry

Ans: b

Q7 According to ____,”The acts of collecting, processing, storing and distributing information comprise the basic functions of the office.”

 a)Robert 
b)Wylie 

c)Faywol

d) G.R.Terry

Ans: d

Q8 Which one is not the auxiliary function of an office:

1. Management function

2. Selection and purchase of office furniture 

3. Retention of Records

4. Supplying information

5. Public Relations

a)2

b)4 

c)3 

d)5 

Ans: b

Q9”Handbook of Business Administration “ is outlined by ____

a) Maynard

b) G.Terry 

c) Wylie 

d)none of the above

Ans: a

Q10 An organization is formal when the activities of two or more persons are consciously co-coordinated towards a common objective”. Are the words of_____.

a) Chester Barnard

b) G.Terry 

c) Wylie 

d)Koontz

 Ans: a

Q11 Which of the following is not type of organization:

1. Line organization

2. Committee Organization

3. Line& staff organization

4. Departmental Organizational

5. Functional Organization

a)2

b)5 

c)4 

d)1 

Ans: c

Q12 The authority is highest at the top & diminishes through each successive level down the organizational scale.

1. Line organization

2. Committee Organization

3. Line& staff organization

4. Departmental Organizational

5. Functional Organization

a)2

b)5 

c)4 

d)1 

Ans:c

Q13 ____ prevents the concentration of authority in one individual.

a) Line organization
b) Committee Organization 
c) Line& staff organization 

d) Functional organization.

Ans: b

Q14 ______ is an diagrammatical form which shows important aspects of an organization 

a) Committee   b) Organization chart 
c) Organization authority flow
  

d) Functional organization.

Ans: b

Q15 Organizational charts are divided into:

1. Functional Organizational Chart

2. Personnel organizational Chart

3. Master organizational chart

4. Primary Organizational Chart

a) 1,2,4
b)2,3,4 

c)1,3,4

d)1,2,3 

Ans:d

Q16 _____ is an authoritative guide to office organization.

a) Office Manual
b)Organizational Manual
c) Circular Chart
d) None of the above.

Ans: a

Q17 ___ may be defined as the arrangements within the available floor space.

a) Office Manual
b) Office Layout
c) Organizing
      d) Delegation

Ans: b

Q18 Which  is not an advantage of open office:

1.Better supervision

2.Flexibility

3.Better communication

4. General privacy

a) 1,2,4
b)2,3,4 

c)1,3,4

d)1,2,3 

Ans:d

Q19 New trends of office layout are:

1.Modular units

2.Movable partitions

3.L-shaped office

4. Landscaped office

a) 1,2,4
b)2,3,4 

c)1,3,4

d)1,2,3 

Ans:a

Q20 Individual performance is significantly conditioned by the environment in which person works. T / F

Ans: T

Q21.  Fluorescent  & Incandescent are the types of ______.

a)Natural Lighting
 b)Artificial lighting 
c)office lightning
d) Organizational Lightening 

Ans:b

Q22 UCP stands for _____

1. Unified Certificate of Posting

2. Underlined Criteria of Posting

3. Under Certificate of Posting

4. Unified Certificate of Posting

Ans: 3

Q23 RMS stands for ____

1. Railway Mail Service

2. Real-time Mail Service 

3. Railway Maintenance Schedule 

4. Rail-track Mail Service

Ans: 1

Q24 Purchase order is an example of  External form.t/F

Ans: T

Q25 Report form is an example of External form. T/F

Ans: F (Internal forms)

Q26 Multiple copy forms are used for transmitting information to others. T/F

Ans: T

Q27 Breach of terms of contract on the part of the secretary. Can terminate the services of the secretary.: T/F

Ans: T

Q28 Filling the income tax is the general duty of Company Secretary.T/F

Ans:  F(Statutory)

Q29 Maintaining all correspondence is the general duty of Company Secretary towards Sharholder.

Q30 If the secretary fails to submit sales tax returns and pay sales tax properly, hee becomes liable for fins under the MRTP Act.  T/F

Ans: F ( Sales Tax Act.)

Q31 ____ Liabilities and Statutory Liabilities are liabilities of Company Secretary.

a) General
 b) Common 

c) Contractual 

d) Fixed

Ans:c

Q32 As per Section ____ of the Company Act, 1956 every company, public or private , must maintain a register of members.

a) 154

 b) 150

c) 130 

d) 285

Ans:b

Q33 Under Section ____ of the Companies Act of 1956, a company must maintain a Register of Contracts And Arrangements in which the directors are directly or indirectly interested. 

a) 154

 b) 203

c) 130 

d) 301

Ans:d

Q34 As per Regulation ___ of table A of the companies Act, any general meting other than the statutory meeting and the annual general meting is called extraordinary general meting.

a) 15

 b) 46

c) 47 

d) 50

Ans:c

Q35 As per Section ___ of the companies Act of 1956, a company must maintain a Register of Director’s Holdings in shares and Debentures. 

a) 354

 b) 307

c) 300 

d) 301

Ans:b

Q36 As per Section ___  of the companies Act of 1956, every company must keep a Register of its Directors, Managing Directors, Manager and Secretary.

a) 305

 b) 307

c) 300 

d) 303

Ans:d

Q37  As per Section ___  of the companies Act of 1956, has laid down that board meeting must be hld at least once in every the months and four times in a year.

a) 254

 b) 258

c) 205 

d) 201ns:b

Q38 CRISIL stands for____

1. Credit Raising Information Services of India Ltd.

2. Credit Rating Intellectual Services of India Ltd.

3. Credit Rating Information Services of India Ltd.

4. Car Rating Information Services of India Ltd.

Ans: 3

Q39  The revised the format of prospectus became effective from 1st Novembr,___

a) 1990
 b) 1989
c) 1980 

d) 1991

Ans:d

Q40 The civil servants acting as executives heads of government departments are known as ____.

a) Commissioner 
 b) Secretary

c) Minister 

d) Mgistrate

Ans:b

2 Marks Questions

Q41Following are the characteristics of computers:

1.Speed

2.Diligence

3. Storage

4. Accuracy

5  Output

6.Research.

a)1,2,5,6,
b)1,4,5,6,
c)1,2,3,4
d)2,3,4,5

Ans: c

Q42 Following are the principles of Budgeting.

1Review.

2.Adherence

3.Flexibility

4.Target Setting

5.Co-ordination 

6.Objctivity

7.Responsibility

a)1,2,,3,5,6,7
b)1,2,3,4,5,6,
c)1,2,3,4,6,7
d)all the above

Ans: c

Q43 ____ clause contains the declaration by the subscribers to the memorandum that they are desirous of forming themselves into a company. 

a)Association 

b) Capital
c)Object 

d) Domicle 

Ans: a

Q44 Which is not the content of Memorandum of association

a)Association 

b) Capital
c)Object 

d) Domicle 

Ans: d

Q45 Provision regarding the appointment & remuneration of auditors is aone of the content of Articles of Association.  T/F

Ans: T

Q46 Articles of Association deals with the internal affairs and lays down the procedures  for the day to day matters of the company. T/F

Ans: T

Q47 Modern furniture affects the volume & quality of the work. T/F

Ans: T

Q48 A company secretary is a liaison officer between the company and the public .T/F

Ans: T

Q49 An organizational chart creates confusion and misunderstanding .T/F

Ans: T

Q50 Functional organization chart shows the functions of the different positions held by different individuals in an organizations .  T/F

Ans: F (Personnel Org. chart)

Q51 Following are the types of Organizational Charts:

1.Vertical top-to down chart

2. Horizontal left – to right chart

3. Horizontal right –to left chart

4. Circular chart

a)1,2,3 

b) 2,3,4
 c)1,3,4 

d) 1,2,4

Ans: d

Q52 New construction is a always a symbol of wise investment .T/F

Ans: F (not always)

Q53 Lease difficulties Work load or change in the flow of work lead to ____ of office.

a)New construction 
b) Departmentalization
 c)downsizing 

d) R-Layout

Ans: d

Q54 Supervision of office becomes difficult under private office.  T/F

Ans: T

Q55 ____ offices are generally allotted to the top executives of the organization.

a) Public 
b) Private
 c) Open 
d) closed

Ans: b

Q56 Moveable partitions are being used in setting up ____ offices.

a) Public 
b) Private
 c) Open 
d) closed

Ans: b

Q57 If rate of dividend to be declared by the company is disclosed before its annual general meeting it may have the impact on the market value of its shares. T/F

Ans: T

Q58 Statement in lieu of prospects is submitted with the registrar of companies before the allotment of    ___.

a) shares 
b) land

 c)dividend 

d) work

Ans: a

Q59 There is a restriction on the transferability of shares in public company. T/F

Ans: F (Private Ltd. Company)

Q60 Opening of Share Application Account is the responsibility of an secretary of the company. T/F

Ans: T

4 Marks Questions

Q61 Following are the methods of cost reduction& cost saving:
1. Budgetary Control

2. Organization & Method (O&M)

3. Supervisory Control

4. Control Over Human Efforts

5.  Economic Procurement 

6. Developing cost Consciousness

a) 1,2,3,4,
b) 2,4,5,6,
c) All the above
d) Only 1

Ans:c

Q62 which one is not a type of Continuous Stationery:

1. Roll Stationery

2 Interfold Stationery

3 Fanfold stationery
4 Lined up stationery
a) 1,2,3
b)1,2,4

c)All the above
d)Only 1

Ans:a
Q63  The quantity of forms to be ordered at a time has to be determined after considering the following factors:
1.Interest on capital in forms

2. Possibility of changes in a form

3. cost of storage

4. The lead time required to get the fresh supply

5. cost of budgeting

a) 1,2,3,4
b)1,2,4,3
c)All the above
d)1,2,3,5

Ans:a

Q64 Following are the objective of form control
1. To retain 7 use only the required forms.

2. To prove forms through the most appropriate and economical method

3. To review periodically all the forms in use so as to ensure their requirements in present situation.
4. To Provide copies of form only to those who have a justifiable reason for having them.

a) 1,2,3
b)2,4,3

c)All the above
d) none of the above

Ans:c

Q65 .H Wally lists five reasons for form control .They are:
1. To have record of all forms in use in the company.

2.  To combine and eliminate as many forms as possible.

3. To prevent the indiscriminate use of new forms.

4 To increase the size of the forms in use.

a) 1,2,3
b)2,4,3

c)All the above
d) none of the above

Ans:a

Q66 Arrange following steps of form control in sequence:
1. Investigation analysis

2. Listing of office routines

3. Establishing centralizes Authority

4. Preparation of form register

5. Storage and issue of form

6 Standardization of forms.

a) 1,2,3,4,6,5

b)2,4,3,1,5,6

c)3,4,2,1,6,5
d) 3,4,2,1,5,6

 Ans:c

Q67  Particulars in the contents of Share Certificate
1. Share certificate No.

2. Number & class of shares

3. Distinctive numbers of the shares included in the certificate.

4. Name and address of the company.

a) 1,2,3

b)1.2,3,4
c)only 2

d)all the above

 Ans:a

Q68 Match the following
a) lodgment receipt

b) cancelled

c) Duplicate

d) Register of Renewed and duplicate certificated.

1. duplicate receipt issued
2. certificate is surrendered by share holder
3. rubber stamp
4. duplicate share certificate mark
A) a;b;c;d
B)a;b;c;d
C)a2;b3;c4;d1

D)a;b;c;d

 Ans:C

Q69 The shareholder’s meetings or general meetings are of four types:
1.Statutory

2. Class

3. Extraordinary general
4. Board Meeting
5. Annual general

6. Committee 
A) 1,2,4,6
B)1,2,3,5
C)2,3,5,6

D)3,4,5,6
Ans:B
Q70 Essentials of valid meeting as per Company Act
1. Properly convened

2. Properly constituted

3. Properly recorded

4 Proper authority

A) 1,2,4
B)2,3,4
C)1,2,3

D)all the above

Ans:A
Q71  Arrange following steps of O &M programme  in sequence:

1. Preliminary survey

2. Collection of data

3. Setting up objectives

4. Preliminary survey

5 Helping in implementation

6 Preparation of Report

a) 1,2,3,4,6,5

b)2,4,3,1,5,6

c)3,4,1,2,6,5
d) 3,4,2,1,5,6

 Ans:c

Q72 The three parts of a share certificate are :
1. The counterfoil

2. The start foil

3. The share certificate proper

4.The receipt or the acknowledgement to be signed by the member on receiving the share certificate.

a) 1,2,4
b)1,,3,4 

c)1,3,4

d)1,2,3 

Ans: b
Q73 Forms are classified on the basis of:

1. Operations

2. Use of form

3. Number of copies

4. Owner of form

a) 1,2,4
b)2,3,4 

c)1,3,4

d)1,2,3 

Ans: d

Q74 Following are the types of Business types:

1. Incoming or Inward Mail

2. Outgoing or outward mail

3. Inter-departmental mail

4. Intra-departmental mail

a) 1,2,4
b)2,3,4 

c)1,3,4

d)1,2,3 

Ans:d

Q75  Types of Secretaries :

1. Private Secretary

2. Secretary of an Association or a club

3. Secretary of a Co-operative Society

4. Secretary of local Body

5. Company Secretary

6. Secretary of a government department

a) 1,2,3,4
b)1,2,3,5,6

c)1,3,4,6

d)All the above

0Ans:d
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