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Maharashtra Board 11th Secretarial Practice Chapter 8, Class 11 Secretarial Practice

Chapter 8 solutions

1A. Select the correct answer from the options given below and rewrite the

statements.

Question 1.

The secretary has to prepare ____________ before the meeting.

(a) resolution

(b) notice

(c) minutes

Answer:

(b) notice

Question 2.

General Meeting must have a notice of at least ____________ clear days.
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(a) 7

(b) 21

(c) 14

Answer:

(b) 21

Question 3.

The gap between two annual general meetings should not be more than

months.

(a) 15

(b) 18

(c) 24

Answer:

(a) 15

Question 4.

Auditor is appointed in ____________

(a) Annual General Meeting

(b) Creditors Meeting

(c) Extra ordinary General Meeting

Answer:

(a) Annual General Meeting

Question 5.
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The business transacted in extra ordinary general meeting is

____________ business.

(a) Ordinary

(b) Routine

(c) Special

Answer:

(c) Special

Question 6.

An extraordinary general meeting is held ____________

(a) once in a year

(b) once in the life time

(c) under special circumstances

Answer:

(c) under special circumstances

Question 7.

Writing the minutes of meeting is the duty of the ____________

(a) Chairman

(b) Director

(c) Secretary

Answer:

(c) Secretary

Question 8.
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New Directors in place of retiring Directors are appointed in the

____________

(a) Class Meeting

(b) Annual General Meeting

(c) Creditors Meeting

Answer:

(b) Annual General Meeting

Question 9.

Before the Annual General Meeting is held the Secretary has to compile

____________

(a) Auditor’s Report

(b) Committee Report

(c) Annual Report

Answer:

(c) Annual Report

Question 10.

The Secretary has to draft the minutes of the meeting within

____________ days of the meeting.

(a) Fifteen

(b) Sixty

(c) Forty

Answer:
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(a) Fifteen

1B. Match the pairs.

Question 1.

Group ‘A’

Group ‘B’

(a) Board Meeting (1) Once in the year

(b) Auditor (2) Minimum 4 meetings in a

year

(c) Annual General Meeting (3) Prepare at any time

(d) Extraordinary General

Meeting

(4) Auditor’s Report

(e) Minutes of Meeting (5) Prepared before the

meeting

(6) Prepared after the meeting

(7) Under special circumstance

(8) Prepared during the

meeting

(9) Once in Six months

(10) Meeting of creditors

Answer:

Group ‘A’

Group ‘B’

(a) Board Meeting (2) Minimum 4 meetings in a
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year

(b) Auditor (4) Auditor’s Report

(c) Annual General Meeting (1) Once in the year

(d) Extraordinary General

Meeting

(7) Under special circumstance

(e) Minutes of Meeting (6) Prepared after the meeting

1C. Write a word or a term or a phrase that can substitute each of the

following statements.

Question 1.

A meeting of shareholders which is held once a year.

Answer:

Annual General Meeting

Question 2.

A meeting of shareholders is held between two annual general meetings.

Answer:

Extra Ordinary General Meeting

Question 3.

A Report which is prepared before Annual General Meeting.

Answer:

Annual Report

Question 4.

A meeting of the shareholders is held under special circumstances.
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Answer:

Extra Ordinary General Meeting

Question 5.

A meeting of the preference shareholders of a company.

Answer:

Class Meeting

1D. State whether the following statements are True or False.

Question 1.

Only special business is transacted at Annual General Meeting.

Answer:

False

Question 2.

Annual Report is prepared by members.

Answer:

False

Question 3.

Extraordinary General Meeting is called for a special and urgent purpose.

Answer:

True

Question 4.

A member has a right to attend a Board meeting.
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Answer:

False

Question 5.

A class meeting is the meeting of a particular class of shareholders.

Answer:

True

Question 6.

Director cannot appoint a proxy to attend and vote at the board meetings.

Answer:

True

Question 7.

21 clear days notice should be given in case of Board Meeting.

Answer:

False

Question 8.

Secretary has to arrange to take down the notes of the proceedings of the

meeting.

Answer:

True

1E. Find the odd one.

Question 1.

Annual General Meeting, Extra Ordinary General Meeting, Board Meeting.
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Answer:

Board Meeting

Question 2.

Annual General Meeting, Committee Meeting, Class Meeting.

Answer:

Committee Meeting

1F. Complete the sentences.

Question 1.

The meeting which is held once in every financial year is called as

____________

Answer:

Annual General Meeting

Question 2.

The meeting held to discuss and decide any special or urgent matters is

called as ____________

Answer:

Extra-ordinary General Meeting

Question 3.

Meeting of all Directors is called as ____________

Answer:

Board Meeting

Question 4.
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The Authority to convene the Annual General Meeting is with the

____________

Answer:

Board of Directors

1G. Select the correct option from the bracket.

Question 1.

Group ‘A’

Group ‘B’

(1) Interval between two Annual

General Meetings

…………………….

(2) First Board Meeting …………………….

(3) ………………………. 21 clear days

(4) ………………………. Alteration in Memorandum of

Association

(Notice of General Meeting, Extraordinary General Meeting, Not more than

15 months, within 30 days of company’s Incorporation)

Answer:

Group ‘A’

Group ‘B’

(1) Interval between two Annual

General Meeting

Not more than 15 months

(2) First Board Meeting within 30 days of companies

Incorporations

(3) Notice of General Meeting 21 clear days
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(4) Extraordinary General meeting Alteration in Memorandum of

Association

1H. Answer in one sentence.

Question 1.

Who can attend Board Meetings?

Answer:

Board of Directors attends Board Meetings.

Question 2.

When can an Adjourned Annual General meeting be held?

Answer:

Adjourned Annual General Meeting will be held on the same day, same place and same

time in the next week.

Question 3.

Why is Extra-Ordinary General Meeting held?

Answer:

Extra Ordinary General Meeting is held under special circumstances to discuss urgent

and important matters.

Question 4.

When should the first Annual General Meeting be held?

Answer:

The first Annual General Meeting must be held within nine (9) months of the closing of

the first financial year of the company.

Question 5.
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What should be the interval between two Annual General Meetings?

Answer:

The time interval between two Annual General Meetings should not be more than 15

months.

Question 6.

What should be the gap between two Board Meetings?

Answer:

The gap between the two Board Meetings should not be more than 120 days.

1I. Correct the underlined word and rewrite the following sentences.

Question 1.

Minimum four Committee Meetings must be held in a year.

Answer:

Minimum four Directors Meetings must be held in a year.

Question 2.

Creditors Meeting must be held once a year.

Answer:

Annual General Meeting must be held once a year.

Question 3.

Extra Ordinary Meeting must be held every year.

Answer:

Annual General Meeting must be held every year.

Question 4.
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The Meeting of all Directors is called Annual General Meeting.

Answer:

The Meeting of all Directors is Called Director’s Meeting.

2. Explain the following terms/concepts.

Question 1.

Committee Meeting

Answer:

The Board of Directors may from the committee and delegate some of its powers to

them. This committee should consist of only directors. The delegation of such powers to

committees is to be authorized by Articles of Association and should be subject to the

provisions of the Companies Act. A meeting of Allotment Committee, Transfer

Committee, etc are examples of Committee Meeting.

Question 2.

Virtual Meeting

Answer:

If there is any urgency to call Board Meeting and practically not possible for Directors to

attend the meeting in a short notice, so with the help of technology, a virtual meeting

can be held. The meetings are recorded and active participation of Directors is also

possible through video conferencing. Certain special and confidential matters cannot be

dealt with through video conferencing as per the directions of the Central Government.

Question 3.

Creditor’s Meeting

Answer:

Creditors of the company include Debenture holders, Depositors, Banks, and others.

The meeting of creditors is called when the company proposes to make a scheme for an

arrangement with its creditors.
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E.g. In the case of winding up of the company, a meeting of creditors and of contributors

is held to ascertain the total amount due by the company and also to appoint a

liquidator to wind up the affairs of the company.

3. Study the following case/situation and express your opinion.

1. Platinum Limited Company was incorporated on 1st January 2018.

Advice the Board of Directors on the following matters.

Question (a).

Within what period should the company hold its 1st Annual General Meeting?

Answer:

First Annual General Meeting must be held within Nine (9) months of the closing of its

financial year.

Question (b).

At which place should the Annual General Meeting be held?

Answer:

Annual General Meeting should be held at the registered office or at some other place

within the city or village which the registered office of the company is situated.

Question (c).

How many days in advance should the notice and agenda be sent to members?

Answer:

Notice and Agenda should be sent 21 clear days before the Annual General Meeting.

2. XYZ Ltd held its Annual General Meeting on 11th May 2018. On 1st June

Mr. X, a Director of the company was arrested for a financial scam. Hence

the shareholders of the company want to remove him.

Question (a).
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Can the company call for the next Annual General Meeting to be held immediately to

remove the Director?

Answer:

No, the company cannot call the next Annual General Meeting immediately to remove

the director.

Question (b).

Which meeting of members should the company hold to discuss the removal of the

Director?

Answer:

Extra Ordinary General Meeting should be called to discuss removal of the director.

Question (c).

What type of resolution will be passed in this meeting for the removal of the Director?

Answer:

A resolution requiring special notice (section 115) will be passed in the meeting for the

removal of the director.

4. Distinguish between the following.

Question 1.

Shareholders’ Meeting and Board Meeting.

Answer:

Basis

Shareholder’s Meeting (Annual General

Meeting)

Board Meeting

(Director’s

Meeting)
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1.

Meaning

It is the meeting of all the members or

shareholders of the company.

It is the meeting of

all the Directors of

the company.

2.

Number

of times

Annual General Meeting is held once

every year. Extra Ordinary General

Meeting is held to discuss urgent and

important matters. It is called in between

two Annual General Meetings.

Minimum 4

meetings to be held

in a year and the

gap between two

meetings should

not be more than

120 days.

3.

Quorum

Quorum in case of Public Company is as

follows:No. of ShareholdersQuorumUp to

10005 members1000-500015

membersMore than 500030 membersIn

the case of the private company, 2

members present in person shall be the

quorum.

The quorum for the

Board Meeting is a

minimum of 2

Directors or 1/3rd

of its total

Directors

whichever is

higher.

4. Proxy Members can appoint a proxy to attend

and vote at the meeting on their behalf.

Directors cannot

appoint a proxy to

attend and vote at

the meeting.

5. Notice Notice of shareholder’s meeting must be

sent to all the members at least 21 clear

days before the meeting.

Notice of Board

Meeting must be

sent to every

Director at least 7

days before the

meeting.

6.

Purpose

The purpose of this meeting is to take

approvals from shareholders on the

Annual Report, Appointment of Auditor,

etc.

The purpose of this

meeting is to

discuss policy

matters, future

planning, etc.
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Question 2.

Annual General Meeting and Extra-ordinary General Meeting

Answer:

Points

Annual General Meeting Extraordinary General Meeting

1.

Meaning

It is a meeting of

shareholders held once in a

year as per the provisions of

Section 96 of the Companies

Act, 2013.

It is a meeting of shareholders

held under special conditions

to discuss urgent and

important matters as per the

provisions of Section 100 of the

Companies Act, 2013.

2.

Purpose

The purpose is to give

information about the

progress made by the

company during the year.

The purpose is to discuss

urgent and important matters

that cannot be postponed till

next Annual General Meeting.

3.

Number

of times

The first Annual General

Meeting is held within 9

months of the completion of

the financial year and the

subsequent Annual General

Meeting is held within 6

months of the completion of

the financial year.

Extraordinary General Meeting

is held anytime between two

Annual General Meetings.

4.

Authority

Annual General Meeting is

normally called by the Board

of Directors and can be

called by the Central

Government under special

circumstances.

Extra-ordinary General

Meeting can be called by:Board

of DirectorsBoard of Directors

on the requisition of

membersThe National

Company Law Tribunal
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5.

Business

transacte

d

To approve annual

accountsTo approve

Auditors and Director’s

ReportTo appoint Auditors,

Directors, etc.To declare a

dividend.

To alter Articles of

Association.To alter

Memorandum of

Association.Removal of

Director.Voluntary winding up

of a company.

6. Penalty In case of default in holding

Annual General Meeting,

every officer concerned is

punishable with a fine upto ₹
1,00,000 and fine of ₹ 5,000

per day till default continues.

If the directors fail to hold this

meeting on requisition, the

requisionist themselves can

hold it and recover the

expenses from defaulting

directors.

5. Answer in brief.

Question 1.

List the duties of a Secretary after the Annual General Meeting.

Answer:

Duties of a Secretary after Annual General Meeting:

● Drafting Minutes: The secretary drafts the minutes of the meeting on the basis of

the notes taken down during the proceedings of the meeting.

● Implementation of decisions: The secretary instructs the concerned department

for implementing the decisions taken at the meeting.

● Dispatch Dividend Warrants: The secretary has to make an arrangement to

dispatch dividend warrants to the shareholders.

● Filing Resolutions: The secretary has to file an Annual Report with the Registrar.

In case of a special resolution, the secretary has to file the special resolution with

the Registrar within 30 days of passing that resolution.

● Information to Absent Members: The secretary sends the information of the

proceedings of the meeting to the absent members.

Question 2.
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State the objectives of the Annual General Meeting.

Answer:

Purpose or objectives of Annual General Meeting: The main objective of holding an

Annual General Meeting is to provide an opportunity to members to discuss the

functioning of the company.

● To review the progress and performance of the company.

● To approve annual accounts, director’s report, and auditor’s report.

● To appoint auditors and fix their remuneration.

● To declare a dividend.

● To elect new directors in place of retiring Directors To transact special business,

if any like-

○ business of the company taken over by the Government.

○ the company did not function well through the year, etc.

Question 3.

State any four legal provisions regarding Board Meeting.

Answer:

Legal Provisions relating to Board Meeting:

(i) Authority to Convene:

The chairman of the Board is the proper authority to call the Board Meeting.

(ii) Number of Board Meetings:

● First Board Meeting shall be held within 30 days of the date of its incorporation.

● Subsequently, there should be four meetings in a year.

● The gap between the two meetings should not be more than 120 days.

● At least one Board meeting should be held in 6 months in case of one person

company, small company and dormant company.

● The gap between two meetings should not be more than 90 days in the case of

one person company, a small company, and a dormant company.

(iii) Notice [Section 173(3)]:
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● The notice of every Board Meeting must be given to every director at least 7 days

before the meeting at his registered address along with an agenda of the meeting.

● It can also be sent by post or by hand delivery or by E-mail.

● If a company fails to send notice within a given time, then every officer in default

shall be liable to a penalty of Rs. 25,000.

(iv) Quorum (Section – 174):

● The quorum for the Board Meeting is 1/3rd of the total number of directors or

two directors whichever is higher.

● Any fraction should be rounded to one.

● Interested directors (personal interest in any matter) are not included in the

quorum.

Question 4.

What are Class Meetings?

Answer:

Class Meetings (Section 48):

● When the meeting of a particular class of shareholders takes place such as a

preference shareholders meeting, it is known as a class meeting.

● Such a meeting may be called for an alteration in the right and privileges of that

particular class of shareholders.

● It can also be called for the purpose of conversion of one class of shares into

another.

● The class meeting is not held regularly.

Question 5.

What is the purpose of conducting an Extra-ordinary General Meeting?

Answer:

Purpose or Objectives of Extra-Ordinary General Meeting:
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The main purpose behind calling this meeting is to make shareholders aware of the

happenings in the company or to seek their approval on some urgent and important

matters of the company.

● Alteration in the Memorandum of Association.

● Alteration in Articles of Association.

● Reduction of Share Capital.

● Removal of a Director before the expiry of his term.

● Removal of an Auditor before the expiry of his term.

● Voluntary winding up of the company.

6. Justify the following statements.

Question 1.

Annual General Meeting is adjourned in absence of a quorum.

Answer:

● Quorum is a minimum number of members to be present for a valid Meeting.

● As per the Companies Act, 2013, the quorum for the Annual General Meeting of a

public company is as follows:

No. of

Shareholders

Quorum

Up to 1000 5 Members

1000 – 5000 15

Members

More than 5000 30

Members

● For a private company minimum of 2 members should be present

● If the meeting is conducted without a quorum, it is considered invalid.

● In the absence of a quorum, Annual General Meeting is adjourned.
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● Adjourned Meeting will be convened on the same day, same time, and the same

place in the next week.

Question 2.

A notice of the meeting must be sent to all members in case of the General

Meeting.

Answer:

● The Board of Directors is the authority to convene general meetings.

● The notice must be given 21 clear days before the meeting to all those who are

entitled to receive it.

● The notice must be sent to all the members at their registered address in India.

● Notice can be sent by registered post, if requested by the member, charges for the

same is to be paid in advance.

● Notice is also given in all leading newspapers.

● Notice is accompanied by agenda and also Annual report, Auditor report, Annual

accounts, etc. in case of Annual General Meeting.

Question 3.

Extra Ordinary General Meeting is called under special circumstances.

Answer:

1. Extraordinary General Meeting is held in between two Annual General Meetings.

2. It is held when the matter is of utmost importance and it cannot be postponed till

the next Annual General Meeting.

3. It can be called to make shareholders aware of the happenings in the company.

4. It can also be called to seek their approval on important and urgent matters.

5. Important and urgent matters can be:

○ Alteration in Memorandum of Association

○ Alteration in Articles of Association

○ Reduction in share capital

○ Removal of a director or auditor

○ Voluntary winding up of a company, etc.

Question 4.
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Board of Directors can exercise their powers collectively through the Board

Meeting.

Answer:

1. Directors collectively are called as Board of Directors.

2. The Board of Directors has to meet frequently with reference to the day-to-day

working of the company.

3. All important decisions can be taken by the Board of Directors in the Board

Meeting collectively.

4. Powers which can be exercised at Board Meeting are:

○ The power to fill casual vacancies in the Board.

○ To recommend the rate of dividend.

○ The power to appoint managing Director, Manager, etc.

○ To sanction a contract.

○ To give loans or invest in shares of other companies.

Question 5.

The Quorum for the Annual General Meeting of a public company depends

upon the number of shareholders.

Answer:

● Quorum is a minimum number of members to be present for a valid meeting.

● As per the Companies Act, 2013, the quorum for the Annual General Meeting of a

public company are as follows:

No. of

Shareholders

Quorum

Up to 1000 5 Members

1000 – 5000 15

Members

More than 5000 30
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Members

● If the number of shareholders is up to 1000, then the required quorum is 5

members.

● If the number of shareholders is more than 1000 and up to 5000, then the

required quorum is 15 members.

● If the number of shareholders exceeds 5000 then the quorum is 30 members for

a public company.

Question 6.

When a company is in financial difficulty it may call a meeting of creditors.

Answer:

● Creditors of the company include Debenture holders, Depositors, Banks,

financial institutions, etc.

● When a company is in a financial crisis, it seeks the help of creditors.

● The company can request creditors to alter the rate of interest, to alter the terms

of security, etc.

● Meeting of creditors can be called to compromise in a dispute with them.

● Creditors and contributors can provide financial help to the company to

safeguard them and also to protect them to avoid winding up of a company.

Question 7.

As per the Companies Act, every company has to hold the Annual General

Meeting.

Answer:

● Every company other than one person company must hold an Annual General

Meeting once a year.

● Annual General Meeting is held to review the working of the company during the

previous financial year and take an effective decision for the next year.

● It is mainly called to approve Annual Report, Auditor Report, Annual Accounts,

to declare a dividend, to elect Directors, Auditors and to transact special

business, if any.
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● First AGM shall be held within 9 months of the closing of the first financial year

of the company.

● The time interval between two Annual General Meetings should not be more than

15 months.

● If the default is made in holding AGM then the company and every officer of the

company in default are punishable with a fine which may extend up to ₹ 1,00,000

and up to ₹ 5,000 per day till default continues.

7. Answer the following questions.

Question 1.

Explain the functions of a secretary related to the Annual General Meeting.

Answer:

Functions (duties) of secretary related with Annual General Meeting:

Secretary has to perform many functions related to all types of meetings like Board

Meeting, Annual General Meeting, etc. He has to perform all duties in compliance with

the provisions of the Act. Secretary has to perform functions before, during, and after

the meeting.

Functions of a secretary related to Annual General Meeting are as follows:

Functions Before the Annual General Meeting:

(i) Preparation of Accounts and Reports:

The secretary has to ensure that the Annual Accounts, Annual Report, and Auditor

Report are prepared for consideration and approval.

(ii) Board Meeting:

Board Meeting is called to transact the following business:

● To adopt Annual Accounts duly audited.

● To adopt Director’s Report

● To consider the rate of dividend

● To fix the day, date, time, and place of the Annual General Meeting.
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(iii) Notice:

The secretary has to send 21 clear days’ notice of a meeting to members and auditors

before the meeting along with the auditor report, annual report, annual accounts,

agenda, etc. The secretary has to arrange for publishing the notice of the meeting in

leading newspapers.

(iv) Chairman Speech:

The secretary has to assist the chairman in drafting his speech to be delivered at the

meeting.

(v) Preliminary Arrangement:

The secretary has to make arrangements such as booking of hall, refreshments, Register

of Members, Members Attendance Book, etc.

Functions During the Annual General Meeting:

(i) Attendance:

The secretary has to get signatures of members present at the meeting in ‘Members

Attendance Book.’

(ii) Quorum:

The secretary should see that the required quorum is present at the meeting and

informs the chairman of the meeting.

(iii) Reading of Reports:

The secretary has to read the notice, Director’s Report, and Auditor’s Report as directed

by the Chairman.

(iv) Notice of Proceedings:

The secretary should take down the notes of the proceedings of the meeting. He has to

draft the minutes on the basis of these notes.

(v) Assist Chairman:
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The secretary has to assist the chairman during the meeting. He should provide

information, documents, etc as and when needed.

(vi) Conduct of Poll:

Secretary makes arrangements for conducting the poll if it is demanded by the

members.

Functions After the Annual General Meeting:

(i) Drafting Minutes:

The secretary drafts the minutes of the meeting on the basis of the notes taken down

during the proceedings of the meeting.

(ii) Implementation of decisions:

The secretary instructs the concerned department for implementing the decisions taken

at the meeting.

(iii) Dispatch Dividend Warrants:

The secretary has to make an arrangement to dispatch dividend warrants to the

shareholders.

(iv) Filing Resolutions:

The secretary has to file the Annual Report with the Registrar. In case of a special

resolution, the secretary has to file the special resolution with the Registrar within 30

days of passing that resolution.

(v) Information to Absent Members :

The secretary sends the information of the proceedings of the meeting to the absent

members.

Question 2.

Explain the different types of General Meetings of a company.

Answer:
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General Meetings are meetings of Equity shareholders of the company. There are two

types of General Meetings:

● Annual General Meeting

● Extraordinary General Meeting.

1. Annual General Meeting (Section 96):

Every Company other than One Person Company must hold Annual General Meeting

once in a year.

Purpose or Objective of Annual General Meeting:

● To review the progress and performance of the company.

● To approve annual accounts, director’s report, and auditor’s report.

● To appoint auditors and fix their remuneration.

● To declare a dividend.

● To elect new directors in place of retiring directors.

● To transact special business, if any.

Legal Provisions relating to Annual General Meeting:

(i) Time Limit:

● The time interval between two Annual General Meetings should not be more than

15 months.

● Extension of time for holding the Annual General Meeting may be given by the

Registrar to the company for a period not more than three months, except for the

first Annual General Meeting.

● One person company is exempted from the provision of Annual General Meeting.

(ii) Authority to Convene Annual General Meeting:

The Board of Directors is the proper authority to convene the Annual General Meeting.

(iii) Notice:

The notice must be given to all those who are entitled to receive it, at least 21 clear days

in advance of the meeting. It is sent to the members at their registered address by post

or through electronic mode like Email, etc.
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(iv) Time, Day, and Place of Annual General Meeting:

Annual General Meeting shall be called during business hours between 9 am to 6 pm on

any day other than National holidays. It can be held at the registered office or at some

other place within the city or village in which the registered office of the company is

situated.

(v) Quorum:

According to the Companies Act, 2013, the quorum for the Annual General Meeting of a

public company is as follows:

No. of

Shareholders

Quorum

Upto 1000 5 Members

1000 – 5000 15

Members

More than 5000 30

Members

For a private company minimum of two members should be present in person.

(vi) Adjournment:

In the absence of a quorum, Annual General Meeting stands adjourned. It will be

convened on the same day, same time and the same place in the next week.

(vii) Default:

If the default is made in holding the Annual General Meeting as per the provisions of the

Act or as per the instructions of the Central Government, the company and every officer

of the company who is in default are punishable with a fine which may extend up to ₹
1,00,000/-. If the default continues fine may extend up to ₹ 5,000 per day till the

default continues.
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2. Extra-Ordinary General Meeting (Section – 100):

Meaning:

It is a meeting which is called in between two Annual General Meetings under special

circumstances, which cannot be postponed till the next Annual General Meeting. The

matters discussed under this meeting is of utmost importance and urgent by nature.

Purpose or Objectives of Extra-Ordinary General Meeting:

The main purpose behind calling this meeting is to make shareholders aware of the

happenings in the company or to seek their approval on some urgent and important

matters of the company.

● Alteration in the Memorandum of Association.

● Alteration in Articles of Association.

● Reduction of Share Capital of the company.

● Removal of a Director before the expiry of his term.

● Removal of an Auditor before the expiry of his term.

● Voluntary winding up of the company.

Legal Provisions relating to Extra Ordinary General Meeting:

(i) Time for holding a meeting:

Extra Ordinary General Meeting is held between two Annual General Meetings under

special circumstances. It can be held at any time as per the requirements of the

company.

(ii) Authority to Convene:

● The Board of Directors has the right to call an Extra-Ordinary General Meeting

by sending a proper notice to the shareholders.

● Extra-Ordinary General Meeting can be called by the members holding at least

1/10th of the paid-up capital or 1/10th of voting power in the company. Board

must call Extra-Ordinary General Meeting within 45 days of receiving the

requisition from the members.

● If the Board fails to call such a meeting then the requisitionists themselves call

this meeting within 3 months from the date of deposit of the requisition. The
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company shall pay all the expenses incurred for holding such meetings by the

requisitionist.

● National Company Law Tribunal (NCLT) can order such meetings on its own or

at the request of a director or any members having voting rights.

(iii) Notice:

The notice must be given to all those who are entitled to receive it, at least 21 clear days

in advance of the meeting. It is sent to the members at their registered address by post

or through electronic mode like Email, etc.

(iv) Quorum:

According to the Companies Act, 2013, the quorum for the Annual General Meeting of a

public company is as follows:

No. of

Shareholders

Quorum

Up to 1000 5 Members

1000 – 5000 15

Members

More than 5000 30

Members

For a private company minimum of two members should be present in person.

Question 3.

Explain the different types of Director’s Meetings.

Answer:

Director’s meeting:
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Directors collectively are called as Board of Directors. They meet regularly to discuss

and decide upon company matters, implementation of plans and review the progress

made by the company.

(i) Board Meeting (Section 173):

It is a meeting of the Board of Directors. The Board of Directors has to meet frequently

with reference to day to day working of the company. The Board of Directors can

exercise their powers collectively through the Board Meeting.

Legal Provisions relating to Board Meeting:

(a) Authority to Convene:

The chairman of the Board is the proper authority to call the Board Meeting.

(b) Number of Board Meetings:

● First Board Meeting shall be held within 30 days of the date of its incorporation.

● Subsequently, there should be four meetings in a year.

● The gap between the two meetings should not be more than 120 days.

● At least one Board meeting should be held in 6 months in case of one person

company, small company, and dormant company.

● The gap between two meetings should not be more than 90 days in the case of

one person company.

(c) Virtual Meeting/Video Conferencing:

If there is any urgency to call Board Meeting and practically not possible for Directors to

attend the meeting in a short notice, so with the help of technology, a virtual meeting

can be held. The meetings are recorded and active participation of Directors is also

possible through video conferencing. Certain special and confidential matters cannot be

dealt with through video conferencing as per the directions of the Central Government.

(d) Notice [Section 173(3)]:

The notice of every Board Meeting must be given to every director at least 7 days before

the meeting at his registered address along with an agenda of the meeting.

It can also be sent by post or by hand delivery or by E-mail.
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If a company fails to send notice within a given time, then every officer in default shall

be liable to a penalty of Rs. 25,000.

(e) Quorum (Section – 174)

● The quorum for the Board Meeting is 1/3rd of the total number of directors or

two directors whichever is higher.

Any fraction should be rounded to one.

● Interested directors (personal interest in any matter) are not included in the

quorum.

(f) Adjournment:

The meeting of the Board of directors can be adjourned in the absence of a quorum.

The adjourned meeting can be held on the same day, same time and the same place in

the next week.

(ii) Committee Meeting:

● The Board of Directors may from the committee and delegate some of its powers

to them.

● This committee should consist of only directors. The delegation of such powers to

committees is to be authorized by Articles of Association and should be subject to

the provisions of the Companies Act.

● A meeting of Allotment Committee, Transfer Committee, etc are examples of

Committee Meeting.

Activity 1 (Textbook Page No. 123)

Visit the website of any public company and study its Annual

Report/Director’s Report.

Answer:

[Note: Students should do this activity by themselves with the help of the internet.]

Activity 2 (Textbook Page No. 127)

Enlist the functions of a Secretary related to an Extra-Ordinary Meeting.
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Answer:

Functions of Secretary Relating to Extra Ordinary General Meeting:

(i) Before the Meeting:

● Time of Holding: To decide the date, time, place, and agenda for holding the

meeting in consultation with the chairman of the company and to convene the

Board Meeting for finalization of these things by passing a resolution to that

effect.

● Drafting of Resolution: To draft the proposed resolution and explanatory

statements and to get them approved by the board.

● Notice: To draft the notice of the meeting and arrange to get the same printed

together with the explanatory statements, proxy forms, and admission cards. To

send the notice with agenda to all the members, at least 21 days before the

meeting.

● Public Notice: The notice is also published in the leading newspapers for the

information of the general public.

● Notice to Stock Authorities: If the shares are listed on the stock exchange, a

notice of the meeting is sent to stock exchange authorities too.

● Proxy: To verify proxy forms received and enter them in the proxy register.

● Preparing Documents: The important documents, records, Books, etc. are kept

ready for reference during the meeting.

(ii) During the Meeting:

● Checking: To check the admission card of the members.

● Attendance: To take attendance of members.

● Ascertaining Quorum: To ascertain the quorum.

● Reading Notice: To read the notice convening meeting.

● Assist Chairman: To assist the chairman, by providing necessary information,

records documents.

● Notes of Proceedings: To make notes of the proceedings of the meeting.

(iii) After the Meeting:

● Drafting Minutes: To draft the minutes of the meeting and enter the same in the

Minute Book.
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● Signed by the Chairman: To get Minutes signed by the chairman of the meeting.

● Filing of Resolution: To file the certified copy of the resolution passed at the

meeting, to the Registrar of Companies.

● Sending Intimation: To send intimation to the concerned persons.

● Implementations: To carry out decisions taken at the meeting.
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● Chapter 1- Secretary

● Chapter 2- Joint Stock Company

● Chapter 3- Formation of a Company

● Chapter 4- Documents Related to Formation of a Company

● Chapter 5- Members of a Company

● Chapter 6- Directors and Key Managerial Personnel of a Company

● Chapter 7- Company Meetings – I

● Chapter 8- Company Meetings – II

● Chapter 9- Business Communication Skills of a Secretary

● Chapter 10- Correspondence with Directors

● Chapter 11- Correspondence with Banks

● Chapter 12- Correspondence with Statutory Authorities
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About About Maharashtra State Board
(MSBSHSE)
The Maharashtra State Board of Secondary and Higher Secondary

Education or MSBSHSE (Marathi: महाराष्ट्र राज्य माध्यमिक आणि उच्च
माध्यमिक शिक्षण मंडळ), is an autonomous and statutory body

established in 1965. The board was amended in the year 1977 under

the provisions of the Maharashtra Act No. 41 of 1965.

The Maharashtra State Board of Secondary & Higher Secondary

Education (MSBSHSE), Pune is an independent body of the

Maharashtra Government. There are more than 1.4 million students

that appear in the examination every year. The Maha State Board

conducts the board examination twice a year. This board conducts the

examination for SSC and HSC.

The Maharashtra government established the Maharashtra State

Bureau of Textbook Production and Curriculum Research, also

commonly referred to as Ebalbharati, in 1967 to take up the

responsibility of providing quality textbooks to students from all

classes studying under the Maharashtra State Board. MSBHSE

prepares and updates the curriculum to provide holistic development

for students. It is designed to tackle the difficulty in understanding the

concepts with simple language with simple illustrations. Every year

around 10 lakh students are enrolled in schools that are affiliated with

the Maharashtra State Board.
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FAQs

Where do I get the Maharashtra State Board Books PDF For free download?

You can download the Maharashtra State Board Books from the eBalbharti

official website, i.e. cart.ebalbharati.in or from this article.

Add image

How to Download Maharashtra State Board Books?

Students can get the Maharashtra Books for primary, secondary, and senior

secondary classes from here.  You can view or download the Maharashtra

State Board Books from this page or from the official website for free of

cost. Students can follow the detailed steps below to visit the official website

and download the e-books for all subjects or a specific subject in different

mediums.

Step 1: Visit the official website ebalbharati.in

Step 2: On the top of the screen, select "Download PDF textbooks"

Step 3: From the "Classes" section, select your class.

Step 4: From "Medium", select the medium suitable to you.

Step 5: All Maharashtra board books for class 11th will now be displayed on

the right side.

Step 6: Click on the "Download" option to download the PDF book.

Who developed the Maharashtra State board books?

As of now, the MSCERT and Balbharti are responsible for the syllabus and

textbooks of Classes 1 to 8, while Classes 9 and 10 are under the

Maharashtra State Board of Secondary and Higher Secondary Education

(MSBSHSE).

How many state boards are there in Maharashtra?

The Maharashtra State Board of Secondary & Higher Secondary Education,

conducts the HSC and SSC Examinations in the state of Maharashtra

through its nine Divisional Boards located at Pune, Mumbai, Aurangabad,

Nasik, Kolhapur, Amravati, Latur, Nagpur and Ratnagiri.
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About IndCareer

IndCareer.com is a leading developer of online career guidance resources for the Indian
marketplace. Established in 2007, IndCareer.com is currently used by over thousands of
institutions across India, including schools, employment agencies, libraries, colleges
and universities.

IndCareer.com is designed to assist you in making the right career decision - a decision
that meets your unique interests and personality.

For any clarifications or questions you can write to info@indcareer.com

Postal Address

IndCareer.com

52, Shilpa Nagar,

Somalwada

Nagpur -  440015

Maharashtra, India

WhatsApp: +91 9561 204 888

Website: https://www.indcareer.com

https://www.indcareer.com/schools/maharashtra-board-solutions-class-11-secretarial-practice-ch
apter-8-company-meetings-ii/

https://www.indcareer.com/schools/ncert-solutions-for-4th-class-maths-chapter-14-smart-charts/
https://www.indcareer.com/schools/maharashtra-board-solutions-class-11-secretarial-practice-chapter-8-company-meetings-ii/
https://www.indcareer.com/schools/maharashtra-board-solutions-class-11-secretarial-practice-chapter-8-company-meetings-ii/

