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NATIONAL ANTHEM



PREFACE

We have pleasure in introducing the text book based on revised syllabus for 
Std-XI. from the academic year 2019-2020.

A student in the commerce stream studies various subjects which covers topics 
like business, commercial organisations, management of business, economics, 
financial accounting etc. Secretarial Practice is one of the subjects in commerce 
which deals exclusively with one of the largest and most popular forms of business 
organisation viz. the Joint Stock Company. In this subject, a student is introduced 
not only to Joint Stock Company, its working, management etc., but also to the 
role and importance of Company Secretary as compliance officer and also 
introduced to the communication skills of company secretary.

Due care has been taken to put the subject matter in a simple manner so that 
students can easily grasp the legal and technical aspects of the Companies Act, 
2013. The contents are supported with charts and diagrams wherever necessary. The 
terms and difficult words are explained then and there. The book contains interesting 
additional information, activities etc. The exercise given at the end of the topic 
contains different types of questions to test conceptual clarity. Students are given 
opportunity to analyse, express opinion and justify their answer through application 
based questions. At the end of the chapter, QR code is given which will be helpful 
to the reader as it contains forms, documents, links, proformas etc. to get more 
knowledge and clarity about the contents.

The Companies Act, 2013 has brought in drastic changes and has also 
introduced new concepts. There have been frequent amendments made to the Act. 
This book includes all changes and amendments made in the Act and in Rules 
and Regulations upto December, 2018. It does not cover each and every provision 
of Companies Act, 2013 considering the syllabus covered for std XI. Students are 
introduced to the legal provisions of Companies Act, 2013 in simple way keeping 
in view the practice of Company Secretary.

We are greatful to the subject committee members, study group members, 
translators, reviewers and all those who have taken efforts in designing this 
textbook.

We hope the textbook will be well received by academicians and students.

        
Pune
Date : 20 June 2019
Indian Solar Date : 30 Jyestha 1941

(Dr. Sunil Magar)
Director

Maharashtra State Bureau of Textbook
Production and Curriculum Research, Pune.



Competency Statements

Unit
No. Topic Competency Statements

1 Secretary

 The Students will be able to - 
l Understand the concept of Secretary
l Understand importance of Secretary, 

types of secretary
l Know about qualities and qualification 

of Secretary

2 Joint stock 
company

 The Students will be able to -
l Understand Evolution of Business 

organisations
l Understand Meaning, Features and 

types of Joint Stock Companies
l Compare Various Forms of Business 

Organisation

3

Formation of 
company and 
Documents related 
to Formation of 
company

 The Students will be able to -
l Understand the Procedure of 

Formation of a company
l Understand different documents of 

the company namely MOA, AOA, 
Prospectus etc.

l Compare MOA and AOA.

4

Members, 
Directors 
and Key 
Managerial 
Personnel

 The Students will be able to -
l Understand the concept of shareholder 

and member, rights of members
l Explain ways and reasons of 

acquisition and termination of 
membership.

l Understand role, importance, duties 
of  Board of Director, M.D., CEO, 
CFO, C.S.



5 Company Meeting

 The student will be able to - 
l Understand the meaning, need, 

provisions of Company Meetings
l Understand the types of company 

meeting and legal provisions.
l State the functions of secretary 

related to annual general meeting.

6
Business 
Communication skills 
of secretary

 The student will be able to -
l Understand different types 

of Business Communication, 
importance, layout and essentials 
of Business letters.

l State role of secretary in preparing 
letters, notices, reports, returns and 
minutes

 The student will be able to -
l Understand circumstances under 

which secretary communicates 
with directors and drafting of 
letters.

l Understand circumstances under 
which secretary communicates 
with banks and drafting of letters.

l Circumstance under which 
secretary communicates with 
statutory authorities and drafting of 
letters.
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