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ELEMENTS OF BUSINESS
tI'Iq : 3 wt ]
Time : 3 Hours ]

R&r : (i) sawn-n+®a22wqgl wttwa 3rfqaldgl

Directions : There are in all 22 questions in this question paper. All questions are

compulsory.

gw+iqMtad©nhMTja3ifaagl
Marks alloted to the questions are mentioned against them.

(iii) ga©wqa angjiBqf6darTnBfda3TTafmI
Read each question carefully and answer to the point.

(iv) wg+w11©da©mtawq81 $nwqbqa©a®b38?+vFfiwrftd
weI ndfB©mwrit3vtsMr+fafiwl wg+wr2+7a©f:lf+m3v€kr
wg gI

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.

q?q+wrl©rqaawgg©#©©lglwq+wr2+7a©e©d©&wg
iI wq+wr8+12a©ad®bwqgl wg+wr13+14a©dtq#©b
qvq?lg?q+wr15+22a© qja#©bwqgl
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 Hve marks each.

[ Max. Marks : 70
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1. (a) v©©+amTft©©Tzrfma+3iT+aT8qd©r awa+#fa&#rqtgftn©r wMa
ara # 1

(i) qgifBa Sma (ii) lnaT@ Sma
(iii) qrH qaa WH (iv) HTqTH RfaRX
In a big business house, for keeping the records of Inward Letters, which
book is maintained-
(i) Despatch Book (ii) Peon Book
(iii) Inward Letter Book (iv) General Register
armfta©Tqfaq+qgtedMad?ittraT+at#atf@mda6gg-
(i) qtat©w (ii) qfRfafiaWT
(iii) HlpqDm (iV) wdm + af HSt
In a business office, the working of finding out the letters and documents
easily is known as-
(i) Filing (ii) Copying
(iii) Indexing (iv) None of the above
a©uaqjt qdqT3rq©n8daawTfvi bustMt dat},asn3rrwq#fadfad
aT+ aTR q5 a aBa # 1

(i) atfmTTa n (ii) Wag aT qT
(iii) waIn (iv) BRIm + d{ Rd

(a) 1

l

I

J
(Tr)

When a certain type of information is to be sent to several customers and
businessmen, the letter which is written for this purpose is known as-
(i) Personal letter (ii) Letter of Reference
(iii) Circular letter (iv) None of the above
fi&at©rqH#fa+fiiutfif:ma©t@am©r©ld©mr +
(i) find gB gin gm (ii) tie:gB 3TM sM
(iii) 3#€itftl© M (iv) fBfVTq ga
For the sake of foreign trade, the provision of foreign exchange is made by-
(i) Reserve Bank of India (ii) State Bank of India
(iii) Industrial Bank (iv) Exchange Bank
ga 3rd TTBaasrvr©6qrf©©@T8qr©raq6t aaT &
(i) WHaT+ W (ii) RITzft aRraTg qq
(iii) 31Taaf WTT UTe W (iV) aq.aT+ qT
In which account the Bank generally does not give any interest to its

(V) 1

(B) 1

customers-
(i) Saving Bank Account (ii) Fixed Deposit Account
(iii) Recurring Deposit Account (iV) Current Account
fR-itfaa++#i+w5bqEW +g©du©fqf9mwq©r 1ITana,!+©r3T&
fiaT arar e-
(i) fifTH qx
(iii) Ba

1

(B)

(ii)
(iV)
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F Which of the undermentioned documents is used to give an order to the
Bank for making a certain amount of payment-
(i) Bill of Exchange
(iii) Cheque
w da + faa+ q©©N d8 g-

(ii) Promissory Note
(iV) Hundi

i
I

}

(a)
UHF (ii) (iii) aH (iv) VII

How many parties are there in a cheque?
One , (ii) Two(i)

e©fif:mW3ag©+%qTWaln©Elg –

(iii) Three (iv) Four
(a)

(i)
(iii)

aqdl< & STU (ii) aqdl< b an
iq<ITt) + f©qit & arT q6t8Trq bERT (iV)

A Bill of Exchange can be discounted with the Bank by the–
Creditor (ii) Debtor

(iii) Endorsee (iV) None of the above
2.

3.

w©Taabfm#r+mFanlMmr wAT+aTdtaTat e?
Which type of indexing is used for library?
3lwDT©r©r BW mr sqlwr aaTe,qdawf©a@q3ma grt Mattm+RMT?

What is the main object of Indexing, to keep the letters safely or to find them out
easily?
ljg# # qq qM faqgaTg,fBM3r2ral baT?4.

5.

6.

Who writes the letters of references, the Seller or the Buyer?
d©©r+qgt©i#i©tar g? avga mm ga? 1

Who makes a crossing of the cheque? The Drawer or the Bank?
31Tif9Ta8©©r TTaTqg©+a6tafnam©argfatlaraqd©qlfawdI agmmad
g vr TIna? 1

The payment of an order cheque can be taken from the Bank only by the person
whose name is mentioned in the cheque. This statement is right or wrong?
v©f&m©r+qgt@rfaqTar n©argbrua'q6t?7.

8.

9.

10.

11.

12.

Whether the crossing of a Bill can be made or not?
?©©jamTfta©Tqfmba EW ©Td©aaT$$1
Write two main functions of a big business house.
’'f:Id” w qr @ !i@n f2gwit afa+1

2

2

Write a short note on "Quotation".
ga+ war da+ baBu@m 3wanq + at#1 + +? 2

In your opinion what are the two main advantages of opening an account in the Bank.
a3td©+mqmr aqsAgl+#r+$n©rq6a©aaTsOl 2

What do you understand by a Travellers cheque? Explain its importance in brief.
6ugt+yrq mr wigd g?mqHmra+$naTqahT©sf@aam g? 2
What do you understand by a Hundi? When does it used in the business world?
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13. 'UWTft©©rqfaqf©rit qt alMa+wa©re©3rl©?©©3+qdaTgl’' TUna$+alMa
d)taTety & qm & ST+ + t+fw© f2xwit afa81 3

"The business office is an integral part of any business establishment." Write a
short note about the importance of a business office in this reference.
d©faaawa3rMqfv # #t#THt B@©Td wn+ Wr{tdTf6d? 3
What are the main points should be kept in mind at time of writing a cheque in

14.

15.

16.

your opinion?
U©amTftaaTqfaq bEm fbmf©r+#r+wh©tfwl
Briefly explain the mains departments of a business office.
”amTf+©q3©dgHfarit qt aWTft© +wr©rqm8l"xn$naaq+s6qag?3rlab
aqq+aah#r3#qq5©aFFfanmH + w-wtb qmdna g? 5
"Business correspondance is the life of any business establishment." Do you
agree with this statement? How can the telephone and business correspondance
be complimentary to each other in the present day world?
dar + WWTSd-
(i) HTi?T qT
(iV) WRIt BT in
Explain in brief-
(i) Letter of order (ii) Letter of complaint (iii) Dunning Letters
(iv) Letter of References (v) Circular Letter
ca arTqTfR© ga + =rg mr mea g? % aInT?t 3l1 dq+1181<ul a arTqTfta ga + mr nni
ma a+ g? 5

What do you understand by a Commercial Bank? What are the advantages of a
Commercial Bank to a businessman and general public.

fInd ga 33% sDm b©Ti+3m ml aFa g?fR#ga3#rqnat©qac ga + WIT gu
3Tn{ +? miST$1 5

What do you know about the Reserve Bank of India? is there any difference
between the Reserve Bank of India and State Bank of India? Explain.
86b8UTq+31m aw wwi g?d©©r8an#r©?s6ar }3irf©a+96N+?qqgl$41 5

What do you understand by the endorsement of a cheque? Who can endorse a
cheque and in how many ways? Explain.
:nfifH*lq,d-q8T$+1wraINTft©mrH+@rq6ag?E©fif:wF17a2zMNT
+ mr 31mg? 5

Explain a Bill of Exchange. What is its importance in the business world? What is
the difference between a Bill of Exchange and Promissory Note?
in fia ©r 3nTaVT dq ©taT g 3it b8? in nqTqa fia nr qaqd> quI b+ fmrI arBr }? ss
sn++fhWT{a=it©ITTan®it f©qaTaTg3i?fqatT+ wialvTam#lalare? 5

Who dishonours a Bill and how? in what way the renewal ot a dishonoured bill is
made? in this reference why the payment of noting charges are made and who
makes the payment of the noting charges?

J
4
1

5

17. 5

(ii)
(V)

RId>lga qx (iii) aaTa©lq3
TT?atq5

18.

19.

20

21 .

22.

#####
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