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Note : Answer all questions. All questions carry equal marks.
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(a) What do you understand by Filing? Explain the characteristics of an ideal
filing system. - ‘

(b)' Write short notes on :
(i) Wirefile
(ii) Pigeon Hole file .
(é) Describe in brief the main departments of a business office.

(d) "The office works like a mirror in any business-establishment". How far do -
“you agree with this statement. Explain. '
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(a) What is meant by letter of enquiry? Write a format of it.

(b) You are ordering to supply some goods from a supplier for the first time and
that too, not in cash. How will you write a letter of order in this reference?

(c) What do you understand by an effective business letter? What are the
fundamental features of an effective business letter?

(d) What is meant by letter of Order? What precautions should be taken in
writing this letter.
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(a) What do you understand by Co-operative Banks? What is the difference
between Co-operative Banks and Nationalized Banks?

(b) Give a suitable definition of Bank. What is the difference between the
functioning of Reserve Bank of India and State Bank of India?

(c) What is the difference between a Savings Bank Account and Fixed Deposit
Account? What is the importance of these accounts for the customers?
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(d) Briefly narrate the important functions of Commercial Banks in the present.

day world. ‘ i
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(a) Whatis the utility of a cheque? What are the various points which should be
~ kept in mind before issuing a cheque?

(b) Give a definition of cheque. What is the difference between a Bearer cheque

and Order cheque?

(c) What is the crossing of a cheque? Explain in brief the various kinds of

crossing.

(d) Give the answer of the undermentioned statemen'ts-in "Yes' or 'No' -

(i) Cheque is crossed by the Bank. : (Yes/No)
(i) It is essential to take the permission of Bank before issuing a cheque.

(Yes/No)
(iii)_ Cheque is a 'credit instrument. ' (Yes/No)
(iv) Cheque is dishonoured by the customer. (Yes/No)

(v) The payment of the cheque can be taken anytime within a period of
one year. g ~ (Yes/No)
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(a) Differentiate clearly between a Bills of Exchange and Promissory Note.

(b) What is meant by Promissory Note? Write the parties of Promissory Note.

(c) What is a Bills of Exchange? Whether the acceptance of the Bills of Ex-
change is essential? Give a proforma of a Bills of Exchange.

(d) Write short notes on -
(i) Parties of Bilis of Exchange.
(i) Hundi
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