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FREFACE

o this book, you are o teach vourself Secretarial
Practice. In this * Teach Yoursell " series it is you,
the reader, who are the teacher. The contents of the
hook miay be stuted to be the materia] of your lectures
witly which you sut out to teach yoursell.

The subject i3 the seeretarial work connected yrth
linited Eatality companies, a wide subjzet which lias legal
and practical sides, and it is not easy to teach. Unlike,
say, 4 language or cther st subject, seceetarial practice
cannot e stated in a code of rules, fulloved by exercises
to be worked on those moles for the teiting of progress.

You must bear fnomind thal a small company with
a3 crLE‘:i.LEJ. of & few hussulred J_'li!‘.ll.'ll.'ll.'].‘l has 0 carry ot
exactly the seme «Tuties under The Companies Acts as
a mriphily cotcern with a capital running inlo miillions
af pounds, but the secretarial organizagions wonld he
ity different, Therc would be mmeh siore secrctarial
wiork i thie latter casel

Chir pirpose will Be (o explain the subject of com-
pate layr and practice as far as it touches the secrelarial
side, illusteating the text witle a number of the forms
that ate tsed, Procieal is the side of the subject chiefly
i mmind, but so much law diclates the main lines
of secretarial practice that the prindpal requirements
of The Companies Acts have mecessanly had g be
set aut, buat this we have done inoas simple 3 mapner
a3 poaaihile.

We have tried to make the mibject interesting and
underatandable, Az o teacher; you will, we hope, have
an excellent ™ olas™
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SECRETARIAL PRACTICE

If you want to became 3 Company Secretary or
if ¥ou are a Company Secretary -and wish 1o
Imprave your knowledge

THIS |5 THE BOOK FOR YOU

| I you are studying for an examination such as
The Charcered Instituce of Secratarics, you will
find this book an invaluable aid to the “practi-
cal" side of the subject.

2 o deals with Secretaries' duties and Fespansi-
billcles; the Secretarial affice and arganlsation:
the farmation of Companles; Managing: Com-
mencing Busineszs, Share Capical, Certificates
and W¥arrants; Contraces; Barrowing Money;
Meetings, Agendas; Resolutions: Recording
F"rnccedings: Reporesy Dividends;  Accoupr-
ing: Auditing. Annual Reciurn; Winding Lip.

3. lthas bean prepared by a Collegs warld famous
for iy educational qualities,

4 [t ls wrltten simply and concisely, and |5 wall
ilustraced with “forms" and examples,
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