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

1. (@) afe srian 70 3R € ? @ amile Saiea & 9 Sl o Jeod B 5
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sfha e & ? 5
(m) ergfefesT & ? arqfaitmeer @ B T R @ Rraw 9 aofa difmg 5
(@) frfafad o Gl feaef fefan- 5
(i) * gF ARG o (ii) RIS SEEOTET

(8) What is meant by business office ? Mention the main fimctions of a business office.

(b) What do you mean by inward mail ? What is the procedure of handling inward mails in a
business office ?

(c) What is duplicating ? Explain in detail any one of the duplicating methods.

(d) Write short notes on the following—
(i) Flat system of filing (if) Vowel indexing

2. (@ oW ameaifis Ta S A ol a1 REes $f 5
(@) qoare & o QA @@ Ay & ? g fornd wwa wa wrawrdt s iR 2 5
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@) F A QUSRI B9, YR Bl 7o $UG BT Arew R av ) wre A o @
W@ st &% 7 P9 & FRY ag v Rrerad v, Rem o AR o s s
IR A Ao | ‘ 5

(a) Discuss the diffcrent elements of an effective business letter.

(b) Whatis meant by letier of enquiry 7 What precautions should be taken in writing this letter ?

(c) What is an order letier ? What points are written in an order letter ?

(d) You had placed an order with M/s Kirpa Shankar Cloth House, Kanpur for some clothes.
The quality and quantity of the goods not being as per order placed, write a letter of
complaint to (he seller giving details of vour own.
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Pt ¥ vd wfers 9% ¥ I e i) 5
el ol @1 gor g smar il # Q- Ix5=5
) & affFed W ey wxar 8 (gt /=)
(i) 99 GraT Eatdl @ RN e @ B g ¥ ofte suavt s g (g /=)
(iif) ¥ e wrsw! am Afvdel ewn ) (& / 7Y)
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(v) A& B P T, AES @ QO BT oW (&t /72)
Mention five main functions of commercial banks.

What do you mean by ‘Fixed Deposit Account’ ? Give its advantages.
Clarify the difference between private bank and public bank.

Write the answer of undermentioned statements in “Yes’ or *No’ —

(i) Bank receives interest on overdrafls. (Yes/No)

(ii) Saving bank account, in comparision to Current account, is more useful for business
men. (Yes/No)

(iii) Bank is the agent of its customers. (Yes/No)

(iv) State Bank of India has the monopoly over issue of notes. (Yes/No)

(v) Bank makes payment of cheque to the hearer immediately. (Yes/No)

anE I au aneRra A # arew | At R Dt @1 e @ ftrg 5
A BT AT T T & ? 9F D IFMERT D AR BRer DR | 5
wRe e ot Rl Aue A R Ay qer A A o Us g A AR s
7 P WG T T WA a1 2 ? Y@iGT I & T 5Y TER 0w B aen g ? 5
Differcntiate between Bearer Cheque and Order Cheque and give specimen of both also.
What js dishonour of a cheque 7 Give four reasons for dishonour of cheque.

Differentiate between a gencral endorsement and a special endorsement, and also give a specimen
of special endorsement.

What is the effect of crossing of a cheque ? How payment of crossed cheque is received ?

ffrr R 2 R 7 o AR | TR Tt 3T I PR T 39D O
yret @ R B WY ¥ IR By 5
HAIR AL DI 5
(i) T 3l RAfr o= (ii) Pt 1 aFTTeRYT T | @1 geisa
feaoft Do 5
(i) @Re ffee 7= (i) facoh fafma ox
wiagn-va # afmy SR am wlan-um @ Tl & e S 5
Explain the characteristics of Bill of Exchange. Mention its parties and present its format as an
example.
Differentiate between—
(i) Hundi and Bill of exchange. (1) Dishonour of Bill and endorsement of Bill.
Give short notes—
(i) Trade Bill of Exchange (ii} Foreign Bill of Exchange
Define Promissory Note and discuss the characteristics of a promissory note.
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