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Directions : There are in all 22 questions in this question paper. All questions are
compulisory.
(i) et ag FrefRa sie 370 v sifed £
Marks alloted to the questions are mentioned against them.
(iii) TP T DY EAHYGD Uled TN TR IR QATTe |
Read each question carefully and answer to the point.
(iv) W9 %=1 1 Sgfadmeard Yo &1 9 U9 & T W@Us & IR W uR fawey
e &1 e fade s sargRae 3 fofaw| wea T 2 9§ 7 9o it swta
7 £
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) W9 ST 1 &1 TS WUS U 3B BT o] T &1 2 | 7 A U 37 b WY

&1 e A= 8 W 12 A% &) 31 & U & YT AT 13 ¥ 14 % o 36 &
ye &1 UeT T 15 ¥ 22 9% uid 36 & WL &

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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(i) o= INT gD (i) U7 IED D
(iii) W UA B HID (iv) MR e

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

AR Brifed H Tl Ud Jerl Bl TNear ¥ @t o fha1 @l Hed & 1
(i) TIPROT (i)  wfcrfcifue=oT

(iii) 3TIHHTDHI (iv) 39Rp H PIS &l

In a business office, the working of finding out the letters and documents
easily is known as-

(i) Filing (i) Copying

(iii) Indexing (iv) None of the above
mwﬁwmmamﬁwﬁaﬁrﬁ?ﬁ% o 3 3T & ford fory
ST a9 &Y B o- 1
(i) =afra u= (i) <Y ®rum

(i) AT I (iv) 3IRH H PIS e

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

e =mR & fordr faeeh faftma o soawen &1 orf axar & 1
(i) Red 5 35 sfvsar (i) we db 36 sfvgar

(iii) 3fafie o 4 (iv) fafa §®

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

d 3T TEDT B TEIGAT BT W R TSl el &l - 1
(i) 99 @R (i) R 39 @ ®

(iii) 3Tl T W W (iv) e @ R

In which account the Bank generally does not give any interest to its
customers-

(i) Saving Bank Account (ii) Fixed Deposit Account

(iii) Recurring Deposit Account (iv) Current Account
ﬁmﬁﬁﬁ%ﬁqémésmm%ﬁaaﬁwﬁféaawqﬂwmmm
f&ar ST &- 1
(i) fafma e (i)  wfcrs o=

(i) o (iv) gust
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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 (i) Promissory Note
(iii) Cheque (iv) Hundi
(B) U dob H fobe U&TPR B 2- 1
(i) P (i) & (i) o= (iv) IR
How many parties are there in a cheque?
(i) One - (i) Two (iii) Three (iv) Four
(3 v fafrraus o §6 YT 577 awar & - 1
(i) o¥ER & GRI (i) TR & gRI
(iii) TN B GRT (iv) 3IRrE A foeit & grT T8
A Bill of Exchange can be discounted with the Bank by the-
(i) Creditor (ii) Debtor
(iii) Endorsee (iv) None of the above
QDI b feT8 B A TBR DI SIHHTOTST FANT H AR S &2 1

Which type of indexing is used for library?

FIHHIVTDT BT I FT 3GETT BIT &, TAT Bl GRI&TT I 31raT Uait b Sherar & Wisir?
1

What is the main object of Indexing, to keep the letters safely or to find them out

easily?

o & v DI foraar &, fagsar srerar spar? 1
Who writes the letters of references, the Seller or the Buyer?

AP BT GTHT DI BT &2 ORID 3RIT S ? 1

Who makes a crossing of the cheque? The Drawer or the Bank?

IR d6 &1 YA 86 ¥ T8 b o Tl & foridT T U R fora 811 I8 $U Fel
& a1 Tea? 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 foer &1 @i fbar 11 Febelm & 37rar =Tel? 1
Whether the crossing of a Bill can be made or not?

U6 §8 UIRS B & al 43 BIY Jacigd | 2
Write two main functions of a big business house.

" o R v e fewon dfE| 2
Write a short note on "Quotation".

do & 1T Wier & A IF 1 30D I H DIF-BH A &9 2
In your opinion what are the two main advantages of opening an account in the Bank.
I Db F 31 T THH &1 G H 3P e saasd | 2
What do you understand by a Travellers cheque? Explain its importance in brief.
gUEl | MY FIT FHHAJ &? IR AT H $HBI AN B b STl o2 2

What do you understand by a Hundi? When does it used in the business world?
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13. "“MIRe Hraferd fHar 9 AR TR &7 U6 3Naedd 31T 81T 21 39 I<H § AmiRke
BT P A & IR A e fewoht Q5 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.

14. o forad I9a 3muat gfe § Bi9-3H W 7= ot e § e afed? 3
What are the main points should be kept in mind at time of writing a cheque in
your opinion?

15. U® ANUIRS SRed & J& faumi & d&y § qoiF sifore| 5
Briefly explain the mains departments of a business office.

16. "TUR® 9 TGER foelt Ot oniRes TRIT &7 W07 &1 31 39 H o Tedd &° 3151 &
T § ¢ 3R U ZaER {5 ToR & Th-g¥R & X & Fbd &7 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?

17. e H 99sd- , 5
(i) 3Mmeer uF (i) o (iii) dBKe B I
(iv) < &1 o (v) e TS
Explain in brief-

(i) Letter of order (i)  Letter of complaint (iii) Dunning Letters
(iv) Letter of References (v) Circular Letter

18. UP UIRS a6 I 379 TT THI &7 U AR 3R FTHRTEIR0T Bt TaiRep Sepi & &m a1
oI B &P 5
What do you understand by a Commercial Bank? What are the advantages of a
Commercial Bank to a businessman and general public.

19. Rod 5 3% sfvzar & IR # 377 F1 ST &9 ﬁaa‘éasﬂ?ﬁﬂ?ﬁu%ézéasﬁww

3R &? aHEsd|
What do you know about the Reserve Bank of India? Is there any dlfference
between the Reserve Bank of India and State Bank of India? Explain.

20. Ud & TAN W AT TN GUHS &7 I BT SIH D B Fabell & 3R b voR ¥ wwem=Al 5
What do you understand by the endorsement of a cheque? Who can endorse a
cheque and in how many ways? Explain.

21. © fafma o o Twesd| SHaT ARG SHId § 9971 Hew 2? U [ mags oo yieems
H T 3R &? 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?

22. U 96T BT 3FIERUT BH BT & 3R $A? U 31ed 9t &1 a-a=or Y o smar &7 59
ey # o) 2l & e i fosar s & 3R FavTs odt o Y s axar @2 5
Who dishonours a Bill and how? In what way the renewal of 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?

k% kK kK %k
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