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All questions are compulsory.

Question Numbers 1 to 10 are
Multiple Choice Type. Question
Nos. 11 to 20 are Very Short
.Answer Type to be answered
within 30 words each. Question
Nos. 21 to 26 are Short Answer
Type to be answered within
100 words each. Question
Nos. 27 to 30 are Long Answer
Type to be answered within
250 words each.

Numerical question is to be
solved.

Marks of each question are
indicated against it.

http://www.upboardonline.com

wodauruopteoqdu-mmmyidny



wodauruopteogdn mam,:dny

http://www . upboardonline.com

3 - 350

( TRt e )

( Multiple Choice Type Questions )’

SI-qias! 7 fofiae -
1. S 3T & T EHaTeT AR HEedr &

) T &R

(ii) T =R

(iif) Toce =TUR

(iv) HTRET =R | 1
2. foeht =R § v frg s weig
) feeel Ao (i) e qret

(iii) STeril fareet (v FR I | 1
3. YA SNR & dw9d §

) ae Ed

(i) Haer gl

(i) Froia & AT smaa
o (iv) T 8 WE T - 1
4. - AN FEOE H T ¥ o

(i) I A HAT

(i) T AR S
(iii) A T AEIHLOT FEAT
(iv) Tofed s | |

http://www.upboardonline.com

wodauruopteoqdu-mmmyidny

wod auruopteogdn-mmm,dny

http://www.upboardonline.com

350 4
5. ﬁm%ﬁaaﬁ@%@?ﬁémaﬁa’wﬁﬁw

T & ?
(i)  TEeTE (ii) vrr@rm
(i) voy fRvm (iv) 3TeiteTeh | 1

6. W YCH BTG AT E

() IURA Teh

(i) TosRIeRR

(ili) ST ud faid Yo

(iv) EET | 1

7. ﬁm%ﬁaﬁﬁ@mﬂﬁwﬁmﬁm

e ?

() el (i) A B
(i) ol = C(iv) ¥ ¥ =R @
8. T Yo aGS AT ST @

(i IW

(i) To6RT W

(i) T W

(iv) 3mad e f9ala @ | ) 1

9. ‘W’ ¥ T WANT R R

) SMEEIH

(ii) WHFET & w9 o

(i) T SR fovw s ey

v) TR @udwad | o

http://www.upboardonline.com

wodauruopteoqdu-mmmyidny



wod auruopteogdn mam:dny

http://fwww.upbo ardpnline.com

5 - 350
10. éwﬁiﬁmé?ﬁwmmw%w ..............
. s;m%mwtm -
() I X () e T 3
(iif) Fort fewls (iv) 9 @ ®I§ e
1

Choose and write the correct answer of
the following questions in your answer-
book : htip://www.upboardonline.com

Trade between two countries is called

(i) Local trade

(i) National trade

(iii) Foreign trade

(iv) Inter-state trade. 1

The document{s} used in foreign trade

is/are

(i) Foreign invoice
(ii) Charter party
(iii) - Bill-of lading

(iv) all of these. | | 1

Entrepot trade implies
(if only import
(i) only export
(ti) import for export

(iv) none of these. . )

N8899
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Which is not the function of business
office ?

() Receiving of letters

(i) Despatching of letters

(iii) Filing of letters

(iv) Decision making. 1
Which of the following is put into the
category of top management ?

(ij Supervisor

(i) Branch Manager

(i1} Managing Director

(iv] Superintendent. 1
Another name of customs duty is

(i) Excise duty

(ii) Sales tax

(ii1) Import and export duty

(iv) Income tax. 1
Which -is purchased and sold in the
capital market ?

() Shares (1) Goods

(iii) Gold (iv) none of these.1
Customs duty is charged on

(i Purchases

(11} Sales

(i) Profit

(iv) Import and export. | 1

The term 'management’ is used
(i as noun

(1) asa process

(ili) as a study subject

(iv) as all of these. 1
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10. The theory of scientific management was L@/ﬁjﬁ IR & VaY Hy fmar g 2 2
propounded by 16. How is capital market managed ? g
_ [1] F.W. Taylor W & fobm faamti & A9 saRT L,

(1) Peter F. Drucker : . [ :
(ili) Theo Haimann _ | 17. State  the names ol different
i departments of an office. P

(iv) none of them. 1 /ﬁ{ 3 ;

18. g W IINIE 7 2
( st bk T ) 18. What is meant by circular letter ? 2

([ Very Short Answer Type Questions )

e . - = 1 L 34'@1\’1 3R 38 0| 2
11. el ‘ g E _
ﬂlﬁ? fvdl aw wRl w1 S 4 2 19. Differentiate between indent and order. 2
ﬁm I 2 = £ 5
11. Menti four kinds of b : : T :
: ention any .fo i ; -
| y Jour xinds ol business = - 20. What is postage book ? 2
letter, - 2 = = .
Wﬂ YT T AT TR | 2 2 . (79 )
g g ( Short Answer Type Questions )
12, th i =3 =
Prepare ,_.F specimen of despatch = = 2}/}:\% R § R gRee Yol o TR
register. 2 - . Hifere
_ =] =] ! 3
1 fasfr @ any @ gue € 2 = =
2 21. Describe the documents used in export
13. What do you understand by press trade. °
T et ; 2 s et 5 s 3 7 #
14, Aetfean § 1 AW § 2 g ! g Y e o @ e | S
14. What is meant by staunch bull ? 2 22 ;ﬁrit?’ 8 letter from the Distﬂf;
W FTE ? 5 ng.mt?f‘at}% Prayagraj to 70
. . Tissioner regarding the proble 5
15. What is quotation letter ? 2 flood in the district.
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23. Write a letter to the Manager, Pushtak
Prakashan House, Kanpur for supply of
r 100 copies of 'Byawashaik Sangathan’
written by Prof. Rajiv. S

24 ol SR ot FHEAST s AU wielT | 5

24, Describe the problems of capital market.
5

Es/iﬁwﬁ'aﬁmﬂu%%mﬁm |

5
25.. Explain The importance of underwriter
in capital market. - 5
26. ® T Womel W HEY H
< Iy | 5
26. Explain in brief main systems of filing. 5
( diet I we )
{ Long Answer Type Questions )
27. St ¥ Y T I € ? T T
BIISERCCIECE : , 4+6
' A4ar
frgta =R &t FE-faty i foe it |
. 10
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97. What do you understand DY foreign
invoice ? Prepare its proforma. 4+6
' OR

Discuss the procedure of export trade.
10

CfiﬁjgmiaﬁmﬁLm$a'aqr%'? e & HE
feraemT ST | 3+7

rera
ATl ¥ HT FT FEFd & 2 HENE
Frter 3 v F S el T
HieT i T | 3+7

28. What 1is business management °?
. Discuss the functions of a manager.

3+7
OR

What do you understand by indexing ?

Explain in brief, indexes which are used

in business office. ; 3+7 -

=

WW%?‘%ﬁw%ﬁﬁw%

U §d1sT | , 3+7

W & fafe yor T § 7 oiE W @

ﬁ?imqﬁhﬁyﬂziaﬁaraﬁﬁq I 5+5
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- 29. What is capital mgriet ? State the

measures of contro] of €apital market.

3+7
OR

What are the different kinds of letter ?

Differentiate between the business letter

and non-business letter. 5+5
30. @@ SCH, WK 4 U9 U8 T,
! 3R F F7=1 317 3=

150 SROME WA o 2,000 W @E,
2000 & Hidt Fo 120 wid W€ #t & F,
200 HX oo vo 80 wia Hiex =+ W I,
120 ¥R Bo 50 Wi WX W T ¥ |
frefefad == e o -
T T To 190, Il WGl Fo 90, fehrr
Fo 120, HI Bo 300.
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30. M/s. Hanuman Bros. of Prayagraj sold

the following goods on behalf of Ram &
Sons, Kanpur :

150 Benarasi saris @ Rs. 2,000 per sarij,
2000 pairs of Dhoti @ Rs. 120 per pair,

200 metres of silk @ Rs. 80 per metre, -

120 bed sheets @ Rs. 50 per bed sheet.
Following expenses were incurred :

Railway freight Rs. 190, Cartage Rs. 90,
Rent Rs. 120, Insurance Rs. 300.

They are allowed 10% commission on
sales.

Prepare an Account Sales in proper

proforma. ' ' 10
OR
Prepare an invoice in proper fnrm with
-imaginary informatiop_ 10
%
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