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ELEMENTS OF BUSINESS

F{qr ' HS ce-ii b ffi{ &ffir qrft esitb 3i6 qqrq t1

Note : Answer all questions. All questions carry equal marks.

1. tot wrsfti{ S 3flq attt qrgfr f;z Lrd 3Trdcf 6r$fur cunfi fr fd$Is-dpit dr qq-flIsdl

5

tsl €lArqftgotfrfue, 21/2+21/2=5

(i) dr{s'rfld

(ii) 6-{3-{ srt dIfi orE-o

(r) u-6@TcrR-66Tqidqd5efrr+rri6T$*qCau'5a616n, 5

(q) "o'rqfdq fu-S fi qrqrRo rielT d afu or ord o-<-m d t " grq Ss oerq t o-d a-o

q,FTddlcqfrr{sl 5

(a) What do you understand by Filing? Explain the characteristics of an ideal

filing system.

(b) Write short notes on :

(i) Wire file

(ii) Pigeon Hole file

(c) 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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( s) tl6 d ud 3fod qfuflsr AH I fitrd td do gFsql Rl r fr td 3fis frffir #
o.rffi it mr r<< ta 5

1rr1 s6 q{d dm srcr aqT qrdfr afi srt t ffir 3ffir t? rc skii 6r fi66t d qfu +

Err c-(d ta 5

rql 3flsb sqqttqlqrftofuibrgeord# dfdrqfrno-+ dBdt 5

(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 t

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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(6) Eudl6b q{ t ffir 3rsrq t? {fib1u6 qar frfuut 5

( s) 3{rc m frh-dr t q-d-fi E]{ SE slxl.{ dT[ G d 3t{ q.6 fi 'ffi-d 
T€t I a+rq trs q-<tf

'-' ;;r,tuqrt'sftdt? 5

(rr) u6 er+re qMIR-6 q, t 3flq @T eq-fli d? E6 cqifr qtqrkd q' b {d a-d @l

drtil 5

(q) s{racr q", t ffir 3{rsrq t? {$ ftrtrh vrrq dII sT-d€rr$ sq-{+ utfup 5

(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 ls meant by letter of Order? What precautions should be taken in

writing this letter'

(6) s66Tt ffi t s+m @l eq-fli # srort ffi aqr {SqFd ffit ii mr 3rfr{ t?
5
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(d) Briefly narrate the important functions of Commercial Banks in the present

day world.

(6) +6 d er :qq\fir-or fi e {-5 ftfu 5q} t {d 6t{-bt{ t dPq erq t rqi qrFA ?

(qc) +6' fi cRtTrsI AHt s6 Er66 to acn sTeRIa +d tt wr sr<< tl
(n') +o. or teio-t s15|61ta ffirs ro'n b tulo-a 51 delc C HEfllEal

(s') frqifud 6Eit 6r ffi{'d'3TerET'qI'd AH-
(i) *o or teio-c d'o am fuq Hrdr tt (6i / qr)

(ii) *o fufu 6-{i + $ &o, d e-gqft dfi 3ffirqrl6 tr td I crl

(iii) +6 uo sreq{tt (6Y /il')
(iv) *6 6T FTr-d{uT qrfrD ERr fu"qr drrr tt feY I cll
(v) *o d g,TdH ro qro b sr<< orft S frqr ar vo-ar tt (d / qr)

(a) What is 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?

(d) Give the answer of the undermentioned statements in 'Yes' or'No' -
(i) Cheque is crossed by the Bank. (Yes/No)

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

crossing.
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(u)

(rT)

(q)

frfrrqq-raencfrfrrc-rdsrf,{w€dHt 5

cfrilr q-, t wr sprq ta qfusr q-a b qeror otc ilA da 5

frfrqq q" er drar da er'frFq-q u-* d ffi 3fl?Isftn drft tl frfrrq q-r 6r
E-di'qtrc-gfr61Hl 5

(i) rdT{qq rdqr 6 ger6R

(li) gr-e

Differentiate clearly between a Bills of Exchange and Promissory Note.

What is meant by Promissory Note? Write the pafties of Promissory Note.

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.

(a)

(b)

(c)

I
l

(d ) Write short notes on -

(i) Parties of Bills of Exchange.

( ii) Hundi

l
**
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