el . Hfsd g1 31 6= : 4

Roll No.
ke No. of printed pages : 4

042 242 (HHO)
2025
MRS dd
ELEMENTS OF BUSINESS
TG : 3 e | [ qofs : 70
Time : 3 Hours ] [ Max. Marks : 70

F&w: () =90 H o 22 v & ey sifard 2
Directions : There are in all 22 questions in this question paper. All questions are

compulsory.

(i) et e FeiRa sl 390 Twa 3ifed |
Marks alloted to the questions are mentioned against them.

(iil) TP T BT LAY UTGd q T IR alfore|

. Read each question carefully and answer to the point.

(iv) e ST 1 Sgfdeedia W 2| 59 UeF & e W08 & IR ¥ TR fawed fad
e ¥ R Riew s seRyRea! 3 foRkae | wee e 2 3 7 de Fitad sk
ye Bl
Question No.1 is multiple choice question. Four options are given in
answer of each part of this question. Write correct option in your answer
book. Question No. 2 to 7 are definite answer type questions.

(v) e T 1 T TRIE EUS U 3 b & | Fe | 2 X 7 T U 3 b T
&) you T 8 I 12 T @ 37 B W €| T TeAT 13} 14 T <A 3b
o | yed T=T 15 ¥ 22 I Urd 37 & T §

Each part of Question No. 1 carries one mark. Question No. 2 to 7 are
of one mark each. Question No. 8 to 12 are of two marks each.
Question No. 13 to 14 are of three marks each. Question No. 15 to

22 are of five marks each.
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1. (®) U6 §S MRS draicrd § RAMIT 0 %o & ford Frtifosa & 9§ ot < gt s

o5 S &- 1
(i) 9T A B TKID (i) o Ao aid
(iii) STH T I (iv) T3 ISP TP

In a big business house, which book is used to send the local letters out of
the under mentioned books-

(i) Inward Letter Book (i) Despatch Book
(iii) Postage Book (iv) Peon Book
(@) Ffcifcifiaxor BT J&a 32 8l & 1

(i) U= P G B B o G

(i) AUTRS A DI 3T T~Id ST-37RT T & S5

(iii) DMURS T3 B v & 31fere wiedt S

(iv) 3R6 H fﬁ'ﬁf &l

The main object of copying is-

(i) to Keep the letters in the file safely

(if) to send the business letters in their related different departments
(iii) to prepare more than one copies of business letter

(iv) None of the above

(1) U DMURT GIRT 31U TTED P 3T WA HTe PR b o 311 07 TR-aR oy 517

&, 39 U3l & PEd - 1
(i) aREId T (i) R o
(i) T I (iv) dPIe & T

The letters which are repeatedly written by a businessman to his customers
for the realisation of his payments, are called-

(i) Personal Letter (i) Complaint letter
(ii) Circular Letter (iv) Dunning Letter
(7) <1 o Aifeds vd Sfh cgawen o1 T qen wife iRy o1 e s s -1
(i) B8P & gGRI (i) RS db & gRT
(i) TEPRI b & gRI (iv) 31T d6 & grT

The control of the monetory and banking system and the operation of the
monetary policy of the nation is done by-

(i) Central Bank (i) Commercial Bank
(iii) Co-operative Bank (iv) Industrial Bank

(§) IqHII 3r2raT FegHaita TRART & Fed B Nedad B & o) 311 @ 3 3
el ST &, 39 Ped o- 1
(i) I ST @Tar OREIGESIS]
(i) ST b @rar (iv) BRe et @

The account which is opened in the bank to encourage savings of salaried
or middle class families is called:

(i) Fixed Deposit Account (ii) Current Account
(iii) Saving Bank Account (iv) Home Saving Account
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(@) Fr=tifcoa & S W AP B YA 86 J The e e, U] R & @i | ST
< fear 7 &- 1
() dEHIS (i) IEPEIS (i) [@ibadd  (iv) Gl Ib
Which of the following cheques is not paid in cash by the bank, but is
deposited in the bearer's account?
(i) Bearer cheque (ii) Order cheque (iii) Crossed cheque (iv) Open cheque
(B) U AP P GV foan ST &- 1
(i) IMEAT B ERT (i) TED B ERT (i) §P PRI (iv) TN &b GRI
A cheque is dishonoured by-
(i) The Drawer (i) The customer (iii) The Bank (iv) The Endorsee

(37) o fafmas & fHaw ueR 8 &- 1
(i) TP (i) ar (i) @9 (iv) IR
How many parties are there in a Bill of Exchange-
(i) One (i) Two (iii) Three . (iv) Four

2. 3UP T F UH g5 ARG TH H AURS DA & ST TR & 3T
sﬁqq;n-fﬁ? 1
In your opinion, is it useful or useless to have a business office in a big business
house? :

3. U ol Hiaw & T & ford v idaa coaven & ey GRiEd 3@ &1 BrRf AilBRor
GRT fS5aT ST &, 3125aT STgBHOIRT & gRT? 1
The working of keeping the business letters safely in a systematic manner for
the sake of future reference is done by the way of Filing or Indexing?

4. 3R oL ATIRY Y 3TUPT 3TUD S B IR AT Tal F &, d1 3 3T S A1 T
forei-g=ey o1 U= 3rran R oar? 1
If any businessman has not sent you the goods according to you order, what
type of letter you will write to him- a letter of reference or a letter of complaint?

5. s SIRTad forlRaa 3o e & 31eraT U isfed fiiRaa 3Teii=r? 1
A cheque is an unconditional written order or a conditional written order?

6. SN P IFTed 7 &Y, 3T AP B HEd &- BRI A 3IAT Fefl Ab? 1
The cheque which is not crossed is called- a blank cheque or an open cheque?

7. femu foad R foren 7T &- OFeR & GRT 31 GHER & gRT? 1
Who writes a promissory note- the-creditor or the debtor?

8. U 37Egi BISCHT yoTet & a 0T §elisd | 2
Write two merits of an ideal filing system.

9. T U R U wfera fewol 5| | 2
Write a short note on a circular letter.

10. TP AMMNRD §b & a1 TE B qelciIgd- 2
Write two main functions of a commercial bank. »

11. ¥ $ Y9 I 3T T THI &7 U P T P ANITAGDT B Tl &2 2
What do you understand by the endorsement of a cheque? When is endorsement
of a cheque required?

12. R R aar i & e o & <) s faeansi @ fafee) 2
What is a Bill of Exchange? Write two characteristics of a Bill of Exchange.
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Write a short note on the importance and functioning of correspondence
department in a big business house.

friferd R v T 3iR wftre fwott forfiae: _ 1x3=3
() dESD TP (T) 3T Ib ()  @ifhd B

Write a clear and short note on the following:

(a) Bearer cheque (b) Order cheque (c) Crossed cheque
“Praierd B AUR H 981 7ew 2, 3 o vt & gy [ o611 59 vy § Auike
DA S Hed P THSY | 5

"The office is to business, what the mainspring is to the watch." Describe the
importance of a business office in this reference.

“Uh " (tongue) B JeHT | HeT 31feres THTemen BIe &1 59 HUT & T § 0w
311 ToF TR Y hefl UR 310 feiR SRt Bifor| 5

"A Pen is more effective than a tongue." Explain your thoughts in this reference
as an art of ideal letter writing.

U I8 BY Ueh T8 b 3Tax Al T A Yo o ford) 3y forg b &1 3 st
T IR & [T 81 ST T A e e & 319 e forare 5
You have written three letters to a customer within a month to make your
payment. He has not a responded at all. How will you write to him a final letter
to realize your payment?
S I U 3far TR S| 3melfeies warst  feedt ﬁasrassqﬂasﬁamﬁéas%ﬁ
YBR FETIH &l Tobl &2
Give a suitable definition of a bank. In what way the banks can be helpful in the
economic development of any country in the modern society?

ifohet H 3R W PHIfTA- 515 x2=5
() TG STHT WAl TAT ST STHT ETeT
(@) § FHE AT S IR
Clearly distinguish between-

(a) Fixed Deposit Account and Recurring Deposit Account
(b) Bank Draft and Bank Overdraft

b & SFIGRT I 31T F0T T 22 3 B A uRReifeR & %ﬂﬁ@aﬁ%}aaﬂw
&1 AhaT 87 5
What do you understand by the dishonour of a cheque? What are the
circumstances under which a cheque can be dishonoured?

T b aen fafema v o uRifa 5| I aen Riftma v & 3R @1 W =0
'\‘1143113?3! 5
Define a Cheque and a Bill of Exchange. Explain clearly the differece between a
Cheque and a Bill of exchange.

T uRes fafemaas qor %ﬁwﬁmm%m%ﬁw@aﬁé&@r
YT 4T ST T &? aﬁgﬁ'gﬁgaﬁ B9 3R P

What is the difference between a Trade Bill and an Accommodation Bill? Whether
a bill can be discounted with a bank? If yes, why, when and how?

R B B B 3
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