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SULIT DPK40163: PRINCIPLES OF MEETING

INSTRUCTION:
This section consists of FOUR (4) structured questions. Answer ALL questions.

ARAHAN:
Bahagian ini mengandungi EMPAT (4) soalan struktur. Jawab SEMUA soalan.

QUESTION 1
SOALAN 1

(a) List THREE (3) characteristics of a valid meeting,.

Senaraikan TIGA (3) ciri-ciri mesyuarat yang sah.

[3 marks]
[3 markah)
(b) Explain TWO (2) requisites of a valid meeting.
Terangkan DUA (2) syarat untuk memastikan sesebuah mesyuarat itu sah.
[10 marks]
[10 markah)

(c) Every company has shareholders’ meetings and other meetings. Write SIX (6)
differences between Class Meeting and Extraordinary General Meeting (EGM).
Setiap syarikat mempunyai mesyuarat pemegang saham dan mesyuarat lain.

Tuliskan ENAM (6) perbezaan antara Mesyuarat Kelas dan Mesyuarat Agung Luar
Biasa.
[12 marks]
[12 markah)
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QUESTION 2
SOALAN 2

CLO1 (a) Delta Company wants to appoint a new company secretary for their new subsidiary
company. Identify FIVE (§) procedure how a company secretary will be appointed.
Syarikat Delta hendak melantik seorang setiausaha syarikat bagi anak syarikat

mereka yang baru. Kenalpasti LIMA (5) prosedur bagaimana melantik seorang

setiausaha syarikat.

[5 marks]
[5 markah]
CLO1
(b) Teresa has graduated from Metropolis University and she wanted to apply as a

company secretary at Juno Jeans Bhd. Elaborate to Teresa on the FIVE (5)
qualifications required to become a company secretary.

Teresa baru sahaja menamatkan pengajian dari Universiti Metropolis dan dia hendak
membuat permohonan sebagai setiausaha syarikat di Juno Jeans Bhd. Jelaskan

kepada Teresa LIMA (5) kelayakan untuk menjadi setiausaha syarikat.

[10 marks]

[10 markah]
CLO1

(¢) A company secretary has been appointed to do a variety of tasks based on the

instructions given by the board of directors. Write FIVE (5) duties of a company

secretary.

Setiausaha syarikat dilantik untuk membuat pelbagai tugasan berdasarkan arahan

daripada ahli lembaga pengarah. Tuliskan LIMA (5) tugas setiausaha syarikat.

[10 marks]
[10 markah]
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QUESTION 3
SOALAN 3

CLO1 (a) An agenda is a list of meeting activities arranged in proper flow. List THREE (3)
types of agenda.

Agenda adalah senarai aktiviti mesyuarat yang disusun dengan teratur.

Senaraikan TIGA (3) jenis agenda.

[3 marks]
[3 markah]

ELoi (b) Every member is entitled to vote as a means of expressing their choice in a meeting.

Explain FIVE (§) types of voting that can be conducted during a meeting.
Setiap orang berhak mengundi untuk menyatakan pilihan mereka di dalam

mesyuarat. Terangkan LIMA (5) jenis pengundian yang boleh dijalankan semasa

mesyuarat.
[10 marks]
[10 markah]
CLO1 (c) During a meeting, one of the chairman’s job is to ensure that the meeting is properly

conducted. Write SIX (6) duties of a chairman during the meeting.

Semasa mesyuarat, salah satu tugas pengerusi mesyuarat adalah memastikan

mesyuarat dijalankan dengan baik. Tuliskan ENAM (6) tugas pengerusi semasa

mesyuarat.

[12 marks]
[12 markah]

QUESTION 4
SOALAN 4

CLO3 (a) Outline FIVE (5) examples of office bearer according to Societies Act 1966.
Nyatakan LIMA (5) contoh pemegang jawatan berdasarkan Akta Pertubuhan 1966.

[5 marks]
[5 markah]
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(b) Write FIVE (5) situations whereby a person shall be disqualified as an office-bearer,
advisers and employees of the registered societies.
Tuliskan LIMA (5) situasi yang membolehkan seseorang hilang kelayakan sebagai
pemegang jawatan, penasihat dan pekerja pertubuhan berdaftar.
[10 marks]
[10 markah)

(c) Determine FIVE (5) conditions that registered societies must act under Societies

Act 1966 in accordance to the Constitution.

Kenalpasti LIMA (5) syarat tindakan yang perlu dipatuhi berlandaskan Akta

Pertubuhan 1966 selaras dengan Perlembagaan Malaysia.

[10 marks]
[10 markah)

SOALAN TAMAT
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